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INTRODUCTION

This manual is provided as a resource to pupil membership auditors in performing desk and
field audits of pupil membership count procedures. Specific forms and programs have been
developed to ensure that audits meet standard s. These requirements apply to all pupils,
including those in adult education programs op erated by the Michigan Economic
Development Corporation T Workforce Development Agency

Pursuantto 818(4)(d) and §18( 8) of the State School Aid Act , the Michigan Department of
Education ( department) approve s, publish es, annually reviews , and periodically updates
this Pupil Membership AuditingM anual (PMAM) andthe P upil AccountingM anual (PAM). MCL
388.1618(4)(d) and 388.1618(8). Throughout this manual, unless otherwise stated, all
references tand ndchool ctdo st r iLocél &ducatiorr Agandye(LEA) ora
public school academy (PSA).

By their very nature, the pupil accounting process and the audit process involve the use of
student information that must be protected in accordance with section 1136 of the Revised
School Co de, MCL 380.1136.

The PMAM includes an Audit Compliance page  (Appendix H) . This page is designed to make

sure that all audit procedures have been performed and should be completed at the
conclusion of the audit.  The audit checklists provided in this manua | are required to be used
and assist in document ing the audit procedures followed. The checklists are guides that

include page references to the audit procedures for each category. If a procedure is not

applicabl e, ANAO should be noted. The fAWorking Papce
cross reference to supporting audit workpapers . The I1SD pupil membership auditor must

retain the audit programs and workpapers along with any relevant documentation

As part of the departmentos overall supervisory authorit
department conduct s a quality control review (QCR) of the i ntermedi ate school
(ISD) pupil membership audit to determine compliance with statutory and manual

requirements. The  quality control  reviewer meets with the ISD pupil membership  auditor,

reviews the audit documentation, and determines whethe r an audit adjustment is warranted

under applicable law, policy, the PAM, and the PMAM. The department provides a report to
the ISD and district superintendent s summarizing the conclusions of the QCR.

As a result of the COVID-19 Pandemic, the department is promoting  electronic
documentation of pupil membership  supporting audit workpapers . Electronic documentation
will facilitate an easier transition during the need for virtual QCRs as aresult of the COVID -
19 Pandemic.



CHAPTER 1 7 GENERAL REQUIREMENTS

PUPIL MEMBERSHIP AUDITOR

Section 81(5) of the State School Aid Act requires that each intermediate school district

(ISD) employ atleast one person who is trained in pupil accounting and auditing procedures,

rules, and regulations. MCL 388.1681(5). Each | SD must document this training and provide
documentation to the department annually by November 1

Section 18(4) of the State School Aid Act mandates that each district, including each public

school academy (PSA), and each ISD have a pupil membership audit either by the I1ISD

auditor or a ¢ ertified public accountant (CPA). MCL 388.1618(4). The department has
conditionally delegated that decision to districts and ISDs. If not a CPA, the auditor must

be an employee of the ISD conducting the audit.

If a CPA conductsthe audit,the CPAisrespo nsible for the contents of the DS4120 and audit
narrative , although the ISD enters them into the Michigan Student Data System (MSDS)
The district, PSA, or ISD (auditee) must:
T Submit the name of its pupil accounting contact person to the ISD auditor.
1 Allow the ISD auditor to have access to its pupil accounting records.
The CPA must:
1 Perform all steps in the Pupil Membership Auditing Manual, including writing the
audit narrative.
1 Submit changes to the DS4061 (or an indication of no changes) to the ISD
audito r within 20 weeks of the count date.
9 Submit a signed narrative to the ISD auditor.
1 Allow the ISD auditor to have access to his or her workpapers .
The ISD must:
9 Forward the Duplicate Unique Identification Code (UIC) Auditor View Report for
the district bein g audited to the CPA four weeks after the MSDS DS4061
submission deadline.
1 Enter the DS4120 and audit narrative into MSDS after reviewing the changes to
the DS4061 and audit narrative provided by the CPA.

The auditor must annually sign the Code of Ethics and document his/her independence. See
Appendix A , Statement of Ethics and Independence. The auditor shall ethically perform

auditing procedures and shall not have a conflict of interest regarding the school district,
building , or program to be audited . Withrespectto anl SDés Speci al Educati on
auditor must be organizationally independent a nd objective. Examples of situations that
may present conflicts of interest include , but are not limited to, the following
9 The auditor is currently employed by the school district, building , Or program to
be audited.
1 The auditor was employed by the school district, building, or program to be
audited within the preceding two years.
1 The auditor has relatives currently employed by the school district, building , or
program.



1 The auditor has a personal or financial interest (e.g., service or employment
contract) with the school district.

In instances when the auditor is found to have a conflict of interest, the ISD superintendent

must be informed and measures must be taken to eliminate the conflict of interest by, for
example, reassigning the audit to another au ditor or acquiring the services of an outside
independent auditor.



REQUIRED DOCUMENTATION

The district must submit the reports listed below to the pupil membership auditor. The
district must also provide all documentation requested by the pupil membership auditor
within five business days of the request. Failure to provide requested documentati on may
result in the loss of membership full time equivalent (FTE).
1. District Level Requirements:
a. District or Building/Program Calendar
b. Attendance Policy , including Excused/Unexcused Absence Policy
Graduation Requirements
Requirements for Full  -Time Pupi | Status .

List of Board - Approved Courses /Curriculum Guides for each grade level

- ® o o

Master Teacher Schedule
g. Drop/Add List.

2. Building or Program Level Requirements:
a. Building or Program  Master Schedules .
i. Each teacherés | egal name
iil. Room locationsor numbers .
iii.  Course names and numbers
iv. Scheduled days and times of classes

b. Building or Program AlphaList - The principal administrator must sign the alphabetical
list of pupils counted in membership by building, program (if applicable), and grade
level. Thi s listis used by the pupil membership auditor to verify the pupils counted
for membership as reported in the MSDS. The pupil membership auditor may require

a printed Ilist from the districtdés student infor
The alpha | ist MUST include the following information for each pupil as of the count
day:

i. The pupil ds .l egal name

ii. T he pugiréet addsess, city, state, and zip code.
iii. The pupil 6s date of birth

~

iv. The districtbés pupil .identification number
V. The pupi | @wlorgprograinelassification

Vi. For each pupil, the amount of general education FTE claimed, special education
FTE claimed, and total FTE claimed. FTE figures may be rounded to the nearest 1
or 2 deci mal pl aces, at t he di s eilsicansishescy di scr
throughout the district.



Vii. For each building or program, the alpha list must include separate totals of the
general education and special education membership claimed , district -wide grand
totals of general education and special education membership claimed
Membership figures may be rounded to the nearest 1 or 2 decimal places, provided
there is consistency throughout the district.

viii. The pupil 6s residency status

c. Nonconve ntional Programs 1 Every building or program must have documentation in
place on the pupil membership count day and the supplemental count day that
identifies each pupil who participates in a nonconventional program. These programs
include, but are not li  mited to, those described in detail in Sections 5 -A through
Section 6 -B of the Pupil Accounting Manual. The local school district and pupil
membership auditor decide together whether to report nonconventional pupils using
separate lists or on the building alpha rosters. | t i s the districtos
identify the applicable category for each nonconventional pupil prior to providing this
information to the ISD auditor. Districts must maintain a listing of pupils educated
by another district through a cooperative agreement who are counted in membership
by the resident district as part of the cooperative agreement. The agreement must
list the name and code of the district where the resident pupil is educated under the
cooperative agreement.

d. Attendance Records - Attendance records must follow the requirements as defined in
the Pupil Accounting Manual.

e. Policy Defining Excused and Unexcused Absences

f. Excused Absence Documentation - Every district must  maintain a list of pupils absent
on each scheduled and  provided day of instruction. There may be a separate list
indicating which pupils are absent in any class on the count day and their return
date(s) within the 10/30 -day period or 45 -day period for suspended or expelled
pupils . The Excused Absence Documentation must follow the requirements as defined
in the Pupil Accounting Manual.

3. Individual Pupil Level Requirements (See the Pupil Accounting Manual for documentation
required to be contained in the CA60 and other documentation for each pupil for
membership purposes)

a. Enrollment records (CA60) .
b. Proof of pupil identity and age.

c. Pupil class schedules in effecton countday containing the following:

i. Pupil s |l egal name
i. Pupil 6s identification number
iii. Course names and numbers - place holder course names must be replaced with

the actual course names prior to count day.
iv.  The name of the instructor for each course

v. Scheduled days and times of the classes



d. Additional student records maintained for auditor review , including transcripts and
Educational Development Plans (EDP)

4. MSDS Unaudited FTE count DS4061 (listing FTE by grade and totals for the district). This
reportis generated through the general application collection in MSDS and is the starting
point for auditors . It is advisable to print the DS4061 from MSDS to ensure the final
certified collection is audited . Final figures will then be entered on the DS4120.



DAY, HOUR, AND ATTENDANCE REQUIREMENTS

DAYS AND HOURS DURING T HE 2020 -21 SCHOOL YEAR i Day, hour, and attendance

records must follow the requirements as defined in the Pupil Accounting Manual. If a district
is found to be in violation of the days and hours requirements, the ISD auditor must report

the violation to th e MDE Office of Financial Management i State Aid and School Finance
unit .

Days and Hour s Requirement for the 2020  -21 School Year:

For the 2020 -21 school year only, the minimum number of hours and days of pupil
instruction requirement is waived for each d istrict that, at a minimum, provides pupil
instruction for the 2020  -21 school year at school, at a different location, in person, online,
digitally, by other remote means, in a synchronous or asynchronous format, or through any
combination therein that res ults in an amount of hours and days necessary to deliver the
educational or course content that would have been delivered in 180 days and 1,098 hours

in a school year in which pandemic learning was not provided and that would have led to
course completion.  As used in this subsection, "pandemic learning” means a mode of pupil

instruction provided as a result of the COVID -19 pandemic.

Monthly 75%  Attendance Requirement for the 2020 -21 School Year:

For the 2020 -21 school year only, a district shall ensure th at 1 two -way interaction occurs

bet ween a pupil enrolled in the district and the pl
teachers or another district employee who has respc
progression, or academic progress dur ing each month of the school year for at least 75%

of pupils enrolled in the district.

Two-way i nteraction means a communication that occur
teacher or at | east 1 of the pupil 6s teachers or ar
responsibility for the pupilds |l earning, grade pr oc¢
party initiates communication and a response from the other party follows that

communication, and that is relevant to course progress or course content for at least 1 of

the courses in which the pupil is enrolled or rele\

progress or grade progression.

Responses, as described in this subdivision, must be to communication initiated by the
teacher, by another district employee who has responsibility for the pupi
progression, or academic progress, or by the pupil, and not some other action taken. This
communication may occur through, but is not limited to, any of the following means:
9 Electronic mail.
1 Telephone.
1 Instant messaging.
1

Face-to -face conversation (in  -person or through virtual means).



1 Completion of an assignment

Details on how a district may evidence satisfaction of the day , hour, and attendance
requirements is described in more detail in the following Michigan Department of Education
Memo . A district shall provide documentation of the evidence establishing satisfaction of

all of the day, hour, and attendance requirements according to the Pupil Accounting Manual
to the pupil membership auditor for review.


https://www.michigan.gov/documents/mde/Return_to_Learn_Details_700019_7.pdf
https://www.michigan.gov/documents/mde/Return_to_Learn_Details_700019_7.pdf

TEACHER CERTIFICATION

Two sections of the State School Aid Act address the use of non - certificated teachers by
local school districts, intermediate school districts, and public school academies when
engaged in instruction.

Section 6 of the State School Aid Act provides that membership is based on the number of

ful-t i me equated Apupils in grades nKrteagull2aracdtaualyl ya tet
on the pupil membership count day and the supplemental count day. MCL 388.1606(4).

Section 6 also defines #Apupils in grades K to 12 actual!/l

attendanceo to mean dApupil s inceagdrezedveginstuctionanal 2 i n at
classes for which they are enrolled on the pupil membership count day or the supplemental

count day, as applicable. o MCL 3a8iéinitbrof@r&¢la8s)and |t f ur
states that pupils who are absent f rom a class and do not meet the 10/30 day rule shall

have their membership FTE prorated

In addition to the pupil membership provisions in Section 6 of the State School Aid Act
Section 163 defines additional penalties for the use of non -certificated teach ers or
counselors. Section 163(3) provi des that fAlf a school of ficial
that he or she is employing anindividual in violation of this section and knowingly continues

toemploy that individual ,the schoal official is guilty of a misdemeanor, punishable by a fine

of $1,500.00 for each incidence. This penalty is in addition to all other financial penalties

ot herwise specified B8B8.1763B).s article. o MCL

These statutory provisions require that the use of non - certificated teachers result in both

the adjustment of the foundation allowance for any pupil membership FTE associated with

the teacher and a school aid adjustment equal to the salary paid during the period of non -
certificated employment.

ISD auditors should verify that teachers are teaching in the appropriate grade level . In
addition , if the ISD auditor  suspects any other certification violation or needs assistance in
determining a certification violation , the auditor is required to repor t this to the Office of

Educator Excellence (OEE) following the procedures below

1. If the ISD auditor suspects a certification violation (for example, a teacher lacking
appropriate subject level certification) ,the 1SD auditor must notify the OEE.

2. When the OEE has completed an investigation, OEE will notify the MDE Pupil
Membership Auditor  whether or not the teacher was found to be in compliance

3. The MDE Pupil Membership Auditor will notify the 1SD auditor of the results of the
OEE investigation and the nece  ssity to make FTE adjustments.

MCL 388.1615(4) states: filf the department makes an adjustment under this section based

in whole or in part on a membership audit finding that a district or intermediate district
employed an educator in violation of certification requirements under the revised school
code and rules promulgated by the department, the department shall prorate the
adjustment according to the period of noncompliance with the certification requirements.

o



The FTE adjustments will be pro -rat ed based on the number of pupils in the class or classes

in which the teacher was non - certified and the amount of instructional time for the class.

This may be based on number of days the teacher was non -certified or the amount of
instructional time  the n on - certified teacher taught



CHAPTER 2 1 AUDIT CYCLE, DESK AUDITS AND FIELD AUDITS

AUDIT CYCLE

The department requires that each building/program be desk audited for each pupil count.
Department policy  also requires that all high school buildings or prog rams be field audited
at least once every two school years and that all middle school and elementary school

buildings be field audited at least once every four school years. Informed p rofessional
judgment allows the auditor to change the high school audit cycle to not less than once
every three years based on previous field audit results. Schedules may be adjusted due to
the COVID -19 pandemic. The rationale for this must be documented in the audit schedule

and workpapers and noted in the audit narrative.

At least one building or program must be field audited for each district or PSA each year.
There is an exception in §18(4)(b) of the State School Aid Act (MCL 388.1618(4) (b)) that
allows a district to conduct the field audit biennially if all the following conditions are met:

1 The district operates in a single building with fewer than 700 full -time equated pupils

1 The district has stable membership , mean ing that the district's member ship for the
current fiscal year varies from the district's membership for the immediately
preceding fiscal year by less than 5%.

i The error rat e of the immediately preceding two pupil accounting field audits o f the
district is less than 2%

A Field Audit Planning Schedule must be documented in the audit workpapers . The count
dates of the last field audit should be noted in the audit narrative. The Field Audit Plan ning
Schedule must also be submitted annually to the Pupil Membership Auditor at the
de p a r t me0Qfficed ef Financial Management by November 1. The Field Audit Planning
Schedule should show the last count thatwas field auditedand should be carried out to the
next anticipated count  to be field audit ed.

The risk assessment is used to determine the buildings to be audited and the sample size

of pupilsto be teste  d. The auditrisk, i.e., the risk thatthe building pupil membership counts
may not be accurate, needs to be considered wh en determining audit frequency. Certain
individual buildings and programs may need to be audited more frequently. The auditor

may use discretion in increasing the frequency and content of audits. Any deviatio n in audit

frequency must be documented by the auditor
In determining overall risk of a building or program, the auditor should consider the
following.

1 The results of the prior field and desk audits . Buildings or programs with error
rates over 5% should be considered high er risk.

The effectiveness of district pupil count procedures and controls

The experience of district personnel assigned to process pupil count data . (See
the Local District Planning Form )

1 The frequency of pupil absenteeism noted during the count period



1 The number of nonconventional pupils attending the building or program

DESK AUDITS

A desk auditisa limited reviewof t he di stri ct 6s thdrmadieldaedtt antdi nust
be done for each building, in all districts, for every count period. The procedures are listed
below. A Desk Audit C hecklist is provided in the Appendices to verify all procedures are
documented, including workpaper references. (Appendix D ).

Desk a udits include:

9 Review of the Days , Hours, and Attendance report after the school year has ended
The risk assessment is used to determine the buildings to be audited and the sample
size of pupils to be teste  d.

9 Review Local Di strict Planning Form (used to calculate risk)
1 Review of the 75% attendance documentation after the school year has ended
1 Review of pupil membership alpha lists

9 Verification the  district document ed pupils who were absent on count day returned
within the required 10/30 day period, or 45 -day period for suspended or expelled

pupils .
9 Identification and review of nonconventional categories that apply to each pupil
1 Resolution of duplicate pupil counts .
1 Verification of residency -related information on the DS4061
1 Review of Schools of Choice documentation

1 Verification of teacher certification T This should be done for the Fall count . It should
be done again for the Spring count if there were signi ficant adjustments after the Fall
count .

9 Review of MSDS FTE Comparison Report for d rop/ add analysis explaining unusual
increases in Fall membership or decreases in Spring membership.

CONDUCTING THE DESK AUDIT

1. Review the Pupil Accounting Manual for specific membership requirements

2. Review the correspondence file, prior audit workpapers , the prior audit report, and any
audit or relevant monitoring reports the district received from other sources.

3. Obtain and review the di sedabseacepolicy.excused/ unexcus
4. Review district/building course catalogs.

5. Confirm that the district certified it was in full compliance with the Days, Hours , and
Attendance requirements or obtained the appropriate waivers.



6. Review the Attendance Report to verify compliance to date with the 75% attendance
requirement in the current school year.

7. Review the alphabetical lists of membership to verify the following.

a. The MSDS -generated certified final alpha list was submitted for audit.

b. The printed list from the districtbés student (BI8)fomparasttothen syst

MSDS-generated list.

c. The alphabetical lists of membership are signed by the building principal or authorized
representative. For electronic audits, an affidavit signed by the building principal
verifying accuracy of the alpha lists is acceptable.

Attendance is required to be taken daily. When taking attendance electronically, the

district should print the attendance fromthe di stri ctdés student i nf ot

(SIS) and give the ISD auditor read  -only access to the SIS.
d. General Education FTEs on the alpha list match the DS4061.
e. Pupils who were absent on the count day are identified on separate lists.

f.  Pupils in nonconventional categories are identified on separate lists.

It i s t he di strictéos responsibility to determ

nonconventional pupil. The auditor should determine whether the documentation
provided by the district supports the FTE claimed for the nonconventional category
selected.

8. Perform the following procedures to resolve FTE conflicts. Adjust FTE counts so that no

pupil has an FTE that exceeds 1.0 unless the pupil is enrolled in a middle college and
meets the r equirementsinitem 9 below. Also, see exception for the Dropout Recovery
Program of Section 23a of the State School Aid Act (MCL 388.1623a) addressed in
section 5 -Q-A of the Pupil Accounting Manual.

a. Obtain a status report of unresolved FTE conflicts from the district . Using the FTE
Conflict Detection function in MSDS, districts should have identified and resolved as
many of the FTE conflicts as possible before the close of the FTE Conflict Resolution
process, which ends six weeks after count day.

b. At the end of the sixth week, obtain supporting documentation for unresolved FTE

conflicts.
c. Work with districts to make FTE conflict adjustments within the ISD as needed and
work with other ISD auditors for FTE conflict adjustments needed in other IS Ds. Verify
that the conflicts have been resolved before c
d. Ifunable toresolve FTE conflicts, contact the department 6s Pupil Member :

Do not leave conflicts unresolved.

9. Verify any pupil s enrolled ina mi ddle college are only counted for more than a total of
1.0 FTE if all the following requirements are met:

a. The pupil is enrolled in more than the minimum number of instructional days (180)
and hours (1,098).



b. The pupilis on trackandexpected tocompleteth e5-yearprogram early (inless than
5 years) with a high school diploma and at least 60 transferable college credits or an
associate degree.

c. The membership is exceeded due to the pupil 6s

part of the early middle college program.

10. Review the Drop/Add lists provided by the district to determine the accuracy of pupils
dropped or added near the count day. Review the Drop/Add lists between the Fall and
Spring count days to determine the accuracy of differences in FTE counts. A uditors
should use the FTE Comparison Report in MSDS. For a district with a Fall count much
higher than the Spring count, perform and document the measures taken to determine
possible reasons for the difference.

11. Review the Special Education Worksheets A a nd B to verify all the following.

a. Teacher codes have been included.

b. Associated regular education FTE amounts, if any, have been reported in the proper
column.

c. The resident districts have been identified for pupils being educated outside of their
districts of residence.

d. FTE totals have been correctly calculated.

e. All pupils listed on the worksheets have been identified on the alphabetical lists of
membership.

12. Verify the accuracy of FTEs and information reported in the DS4120 Additional
Information.

a. Special Education and General Education FTE. MCL 388.1624. This field only appears
on the DS4120 for PSAs and the value must be entered by the I1SD.

b. New grade levels for the Fall count that have never been offered previously.

13. Verif y the information in the residency -related sections of the DS4061 report matches
the residency information on the Pupil Alpha Lists.

14. Determine whether Schools of Choice will be audited in the desk audit or field audit,
depending on wher e cdrds are nhintained. if condacsing the Schools of
Choice audit during the desk review, which is common when the district records are
maintained centrally, verify:

a. The district has signed cooperative agreements for a representative  sample of §105c
Special Education pupils accepted since the last field audit. MCL 388.1705c.

b. The district certified either that it complied with or that it did not comply with schools
of choice provisions in the State School Aid Act.

c. If noncompliance exists, report the noncomplia ncetothe departmentés
Choice consultant for implementation of the 5% penalty. MCL 388.1705(20) and MCL
388.1705¢(20).

Schoc



15.

16.

Evaluate the results of the desk audit and determine if changes need to be made to the
di stri cassesmenti s k

For the Fall count, verify that all teachers hired by the district are properly certified. For
the Spring count, perform these procedures for teachers added after the Fall count.

a. Request the Master Teacher Schedule from the district. The sched ule should include
all buildings /programs used for educational purposes , as some teachers are
scheduled for more than one building. The schedule should also include long -term
substitute teachers. If the Master Teacher Schedule is not in Excel format, it is
suggested that it be converted to Excel to make searching easier.

b. The Center for Educational Performance and Information (CEPI) makes a Registry of

Educational Personnel (REP) report available in Excel within the MSDS application for
each districtinthe  ISD. Run the report in MSDS.

c. Compare the Master Teacher Schedule with the REP report. If a teacher is included
on the Master Teacher Schedule but not on the REP report, check the Michigan Online
Educator Certification System (MOECS) for certification. If a teacher is included on

the R EP report but not on the Master Teacher Schedule, verify with the district that
the teacheris in fact not teaching and therefore is correctly notincluded on the Master
Teacher Schedule.

d. If a teacher is not properly certificated/credentialed, the ISD audi tor shall follow the
procedures listed in the Teacher Certification section of this manual. Any FTE
adjustment s should be made at the student level. Though this may be time
consuming, it will simplify 825 e adjustments and provide tracking of other audit
procedures.

EXIT CONFERENCE AND AUDIT ADJUSTMENTS

Before completion of the audit, the pupil membership auditor shall contact appropriate
local district personnel to discuss the following.

a. Opportunity for the local district to clarify issues or provide ad ditional documentation
for questions identified during the audit.

b. General findings : a general comment or an opportunity for the auditor to assist the
local school district in identifying ways to improve its documentation or counting
procedures to maximize or accurately report FTE memberships.

c. Spedcific findings, along with the associated FTE adjustments . a specific audit finding
is a violation of the State School Aid Act, Revised School Code, Pupil Accounting
Administrative Rules, or Pupil Accounting Manual that results in the loss of FTE.

d. District appeal procedures.

If a pupil is added as a result of the desk review, the district must enroll the pupil in
MSDS and report the enrollment via the Student Record Maintenance (SRM) collection.



The district shall also provide a new alpha list to the ISD auditor as proof of the
correction.

. The ISD auditor shal | record FTE adjustments on the FTE Adjustment Form (See
Appendix G ).

In the MSDS, make all DS4061/4120 adjustments at the student level , not aggregate
level.



FIELD AUDITS

In addition to the requirements of the desk audit, the field audit requires the ISD auditor to
visit the district building being audited to review pupil membership records indepth . Specific
procedures are found in  the Conducting the Field Audit section of this manual.

A field audit also requires the auditor to  interview aminimum of 5%  of school district pupil
accounting personnel and teachers for each building included in the field audit to determine
the possibility that pupil accounting records may have been intentionally altered to secure

unfai r or unlawful gain.

The auditor determines the risk for each population of pupils:

Population | Conventional pupils in attendance on count day
Population 11 Conventional pupils absent on count day.
Population IlI Pupils included in  nonconventional categories

The auditor selects a sample and examines a percentage of each population of pupils based

on the determined risk. All pupils in nonconventional categories are sampled in separate
populations by categories to determine that all count requirements have been met. (See
specific audit steps for each nonconventional category.)

The Field Audit Checklist (Appendix E) provide s standardization and allow s the auditor to
perform the necessary procedures in an effective and efficient manner. This checklistdo es
not constitute complete audit documentation. The auditor has discretion in developing
alternative audit  checklists , but must;

1) Adequately document the work performed

2) Meet minimum audit standards.

3) Include all workpaper references in the Working Paper Reference column

RISK ASSESSMENT AND SAMPLE SELECTION

Perform the following planning steps before beginning the field audit:
1. Reviewthe Local District Planning Form (  Appendix B). The form should be completed by
school district personnel and reviewed by the pupil membership auditor.

2. Selectand document the buildings for audit based on the audit cycle and a Bui Iding Risk
Assessment ( Appendix C). Selection criteria should include types of pupils, prior audit
findings, rotation schedule, new programs, new staff, potential for error , etc. .

Obtain a list of the pupils in the following three categories for each building:
Population | Conventional pupils in attendance on count day
Population I Conventional pupils absent on count day
Population IlI Pupils included in nonconventional categories

It i s t he di strict 6s mine shp appledblb icdtegoryyfor each det er
nonconventional pupil. The auditor should determine whether documentation



provided by the district supports the FTE claimed for the nonconventional category
selected.

3. Discuss the buildings/programs to be audited and the timing of the audit with the
responsible local district personnel. Also, provide the local district with a list of requests
or items that will need to be made available during the field audit. Discussion s should

also include availability of workspace for the auditors, access to pupil membership
records, and assistance to be furnished by the local district

4. The Field Audit Planning Schedule must include all buildings for each district in the I1SD.
At a minimum, it should identify for each building the most recent count for which a field
audit was conducted and the schedule for the next field audit. The Planning Schedule
must be sent annually to the Pupil Membership Auditor in the de p a r t meQifitebos
Financial Management Audits Unit by November 1.

5. Determine sample size. A minimum sample must be selected from each population based
on the risk assessment at each building in which a field audit is p erformed. The
percentages for Population Il should be applied to each category of nonconventional

pupils.

Population High Risk Moderate Risk Low Risk
Population | 15% 10% 2%
Population Il 20% 15% 10%
Population 111 20% 15% 10%

If the resultis not a whol e number, the auditor shall round up to the next whole number.
Auditors may select samples larger than the minimum.

CONDUCTING THE FIELD AUDIT

1. Perform the steps identified for AAIlII Popul ati on
APopulation I 11.0
2. Using the Sample Summary and Analysis (See Appendix F ), determine and evaluate

each population error rate according to the following:

a. Errors in each population are accumulated on a head count basis regardless of the
FTE impact . For example, an error of an understatement of .5 FTE and an error of an
overstatement of .5 FTE are summarized as two errors, although the net FTE erroris
zero. The error rate is calculated by dividing the cumulative total number of pupil
records in err or by the cumulative total number of sample items reviewed.

b. If the initial sample was less than 60 and the error rate is 5% or greater, the auditor
is required to expand the sample in increments to 25%, 40%, 55%, and 75% of the
population. If the sample er ror rate is still 5% or greater at the 75% increment, the
auditor isrequired to expand to a 100% review of the population.

c. If the initial sample selected was 60 or more, the auditor may stop sampling if there
is one error or no errors. If there are two or more errors, the auditor is required to
expand the sample to 90 and then to 180 and 360 records as follows. If 90 pupil



records are reviewed and there are 3 or more errors, the auditor isrequired to expand
the sample to 180 items. If 180 pupil records ar e reviewed and there are 7 or more
errors, the auditor  isrequired to expand the sample to 360 items. If 360 pupil records

are reviewed and there are 14 or more errors, the auditor is required to expand to a
100% review of the population.

d. If errors are isolated, informed professional judgment allows the auditor to focus
sample expansion on the subpopulations with the isolated errors. The auditor is
encouraged to request that the district identify and correct the isolated errors before
expanding the sampl e.

3. Determine and document the entire building/program error rate. This will be calculated
by dividing the total number (on a head count basis) of errors noted in Populations 1, II,
and Il by the total number (on a head count basis) of sample items reviewe din
Populations I, Il, and IlI.

a. If the building/program error rate is determined to equal or exceed 5% but is less
than 10%, the auditor makes a judgment as to whether audit testing should be
expanded to audit other like buildings or programs in the distr ictor whether to audit
the same building again for the next pupil membership count.

b. If the building/program error rate is determined to equal or exceed 10%, the auditor
is required to audit at least one other like building /program in the district or,ift  here
is no other like building  /program in the district, the auditor shall audit the same
building again for the next pupil membership count.

c. In all cases when an auditor has determined that the building/program error rate is
equal to or exceeds 10%, the au ditor is required to report the planned sample
expansion to the Pupil Membership Auditor at the department 6s Office o1
Management T Audits Unit.

4. Conduct face -to-face interviews with a sample of teachers and pupil accounting
personnel to inquire w  hether they are aware of any inappropriate alterations of their
attendance records or any other t Feraac dJarapte 6Sgaff at t e n-
Interview form see  Appendix| .

EXIT CONFERENCE AND AUDIT ADJUSTMENTS

1. Before completion of the audit, the pupil membership auditor shall contact appropriate
local district personnel to discuss the following.

a. Opportunity for the local district to clarify issues or provide additional documentation
for questions identified duri ng the audit.

b. General findings : a general comment or an opportunity for the auditor to assist the
local school district in identifying ways to improve its documentation or counting
procedures to maximize or accurately report FTE memberships.

c. Spedcific findi ngs, along with the associated FTE adjustments a specific audit finding
is a violation of the State School Aid Act, Revised School Code, Pupil Accounting
Administrative Rules, or Pupil Accounting Manual that results in the loss of FTE.



2.

d. IfaniISDauditof apupilresultsin  multiple findings, itis necessary for each separate
finding to be reported in the audit narrative. Using the specific finding code of S99
T Multiple Audit Findings, enter the total FTE deduction and number of pupils affected.
Below th e S99 code , enter each specific audit finding with the number of pupils
affected, but zero in the FTE column.

e. District appeal procedures.
If a pupil is added as a result of the audit, the district shall enroll the pupil in MSDS and

report the enrollment via the SRM collection. The district shall also provide a new alpha
list to the ISD auditor as proof of the correction.

The ISD auditor shall r ecord FTE adjustments on the FTE Adjustment Form (See
Appendix G ).

In MSDS, make all DS4061/4120 adjustments at the student level, not the aggregate
level.



SPECIFIC AUDIT PROCEDURES

ALL POPULATIONS

Complete the following audit steps for all populations:

1. Pupil Enroliment: Verify the pupil was enrolled on or before the count date. If the pupil
enrolled after count day, the district may be able to claim membership for the pupil
under Pupil Accounting Manual 5 -Q-B, Section 25e Pupil Membership Transfers

2. Pupil Age Requirement: Verify that the pupil met one of the following:
a. Pupil was at least five years of age on September 1 of the school year . Alternatively,
if a child did not meet the minimum age requirement to be eligible to attend school
under 81147 of the revis ed school code, MCL 380.1147, but will be five years of age
not later than December 1, the district may count the child in membership if the

parent or legal guardian has notified the district in writing that he or she intends to
enroll the child in kinderg arten for the school year.

b. Pupil was less than 20 years of age on September 1 of the school year , has not
achieved a high school diploma or high school equivalency credential , and does not

meet the special education exception

c. Pupil was less than 22 years of age as of September 1 of the school year , has not
achieved a high school diploma or high school equivalency credential, had dropped
out of school, and is enrolled in a public school academy or an alternative education
high school diploma program that is primarily focused on educating pupils with
extreme barriers to education, such as being homeless as defined under 42 USC
11302. See the Pupil Accounting Manual for a list of examples.

d. Pupil was enrolled in and receiving instruction in a special education program or
service approved by the department, has not achieved (met all the requirements to
be eligible to receive)  a high school diploma, and was less than 26 years of age as of
September 1 . An individual who has obtained a high school equivalency credential
may be counted if s/he was a student with a disability as defined in R 340.1702 of
the Michigan Administrative Code. A special education certificate of completion is not
a high school dip loma for these purposes.

e. Pupil was in an alternative education program where adult education participants are
educated in the same program or classroom and was at least 16 years of age on
September 1, of the school year

3. ldentity and Age:  Verify the local school district verified the identity and birth date of
every pupil enrolling in the district for the fir
may be verified through a variety of methods as outlined in the Pupil Accounting Manual.

4. Pupil Residency: Verify that the district determined the residency status of the pupils as
prescribed in the Pupil Accounting Manual. A district is required to retain a copy of the
document or documents used to verify residency as part of the enrollment record for
each n ewly enrolled resident pupil and shall retain the document or documents used to
verify that a nonresident pupil is eligible to enroll in the district

5. Class Schedule: Verify each pupil had a complete and current class schedule in effect on
the count day



6. Attendance Records: Verify the district recorded attendance as prescribed in the Pupil

Accounting Manual.

a. Verify the teacher of record recorded attendance on a class -by-class basis for
buildings or programs in which the pupils change classrooms.

b. Verify t he teacher of record signed in ink (physically or digitally) the original
attendance record as required in the PAM (Section 1 -4). This requirement applies to
all attendance records, including computer -generated attendance records. The
document mustinclud e the name of the class, class period and dates. Teachers must
sign automated data collection attendance documents on a weekly basis atminimum
If the record is in pencil, the teacher of record must total the daily attendance in ink.

c. Ifthe di strict has permission from the | SD auditor

i. Obtain electronic access to the local district attendance records for review during
the audit process.

ii. Obtain a certification document from the district that contains the names and
dated signatures of all teachers of record, attesting to the accuracy of the
electronic attendance documentation or file(s).

d. For the 2020 -21 school year, verify that the sample of pupils satisfy the Return to
Learn attendance requirements with on e of the following:

a. Amnimumofltwo -way i nteraction between the stude
teacher or at | east one of the studentds teac
period. Communication described in this subdivision may occur through, but
is not limited to, any of the following means:

i. Electronic mail.
ii. Telephone.
iii. Instant messaging.
iv. Face-to-face conversation (in  -person or through virtual means).

v. Completion of an assignment with documentation of the date of
completion .

b. Traditional/Non -sequential/Non -consecutive Learning Schedule Student
Options for each course scheduled:

i. The student attends a |ive |l esson from t
attendance is documented.

ii. The student logs into an online or virtual lesson or lesson activity and
the login can b e documented by the district or intermediate district.

jii. The student and the studentds teacher or
teachers engage in a documented subject -oriented
telephone/Skype/Facetime conversation.

iv. The district or intermediate district docu ments an electronic malil
di al ogue occurred between the student anc

A

| east one of t he studentods teachers.

c. Sequential/Consecutive Learning Schedule Students:



i. The student attends a live lesson in one or more courses from the
student 6s teacher and the attendance

through a synchronous platform such as Skype.

ii. The student completes a course assignment in one or more courses and
the completion is documented by the district or intermediate district.

iii. The studen tcompletes a course lesson or lesson activity in one or more
courses and the completion is documented by the district.

iv. The student accesses one or more ongoing lesson(s) that is not a login
and the access is documented by the district or intermediate dist rict.

A student with an unexcused absence, who did not complete one of the identified
activities above for each scheduled course on count day, would be allowed to
participate in or complete an activity described above during the 10 consecutive
school days immediately following the count day. A student with an excused
absence, who did not complete one of the identified activities above for each
scheduled course on count day, would be allowed to participate in or complete

an activity described above duri ng the 30 calendar days immediately following
the count day. In addition to any of the above, the membership requirement may

be satisfied for students in grades K to 12 who are enrolled and in regular daily

attendance.

7. High School Diploma or high school e quivalency credential

: The pupil has not achieved

(met all of the requirements to be eligible to receive) a high school diploma or high
school equivalency credential such as the General Educational Development (GED).

8. Verifythatthe pupil and a teacher cer tified for the grade level, or an individual working
under a valid substitute permit, authorization, or approval issued by the department,

were present (unless the pupil is enrolled under Section 5

-O-D where the teacher and

pupil may be separated by time, location, or both) and engaged in instruction.

S



POPULATION | T CONVENTIONAL PUPILS PRESENT ON THE COUNT DAY

Complete the audit steps for #AAII Popul ati ons. 0

Determine the total of building Population | pupils. (This should be on the building or
program a lIpha list.)

Select a sample from the alpha list on a head count basis. The sample may target known

ri sk areas. See fiRi sk Assessment and Sample Sel ec
For the 2020 -21 school year , all pupils , except those in specific Population Il or 1l

categories , are consid ered Population | pupils. Verify that the sam ple of pupils satisf ied

the Return to Learn  attendance requirement sas noted in the fAAIll Popul
Details on how a district may evidence satisfaction of the attendance requirements is

described in more detail in the following memo .

Determine and evaluate the audit error rate. See Chapter 3, Conducting the Field Audit

and Appendix F _, Sample Summary and Analysis.


https://www.michigan.gov/documents/mde/Return_to_Learn_Details_700019_7.pdf

POPULATION Il i CONVENTIONAL PUPILS ABSENT ON ALL OR PART OF COUNT DAY

1. Complete the audit steps for AAII Popul ati ons. 0

2. Determine the total of building Population Il pupils. (This should be on the building or
program alpha list and on the count day absence list.)

3. Select a sample of these pupils on a head count basis. The sample may target known
ri sk areas. See ARi sk Assessmenn &mhdpSamplBeobel dc

a. For the 2020 -21 school year , a student with an unexcused absence, who did not
complete one of the identified required activities for each scheduled course on count
day, would be allowed to participate in or complete an activ ity during the 10
consecutive school days immediately following the count day.

b. A student with an excused absence, who did not complete one of the identified
activities for each scheduled course on count day, would be allowed to participate in
or complete a n activity during the 30 calendar days immediately following the count
day.

Practical Note: Some auditors find it more efficient to select and test all pupils in a

sample of the teacher attendance records rather than to select individual pupils for

testing . The sample size drawn should be based on risk (e.g., 10% for low risk ) and
may target known risk areas. Auditors should attempt to draw a representative

sample and should consider whether very small or large classes will bias the sample.

The auditor shou Id document the sample selection process. Auditors should compare

all Population Il pupils in the sample teacher records to the Population I

documentation provided for audit. This is a test
Population Il lists and a gener al finding should be written if a discrepancy is noted.
The auditor should perform steps 4(a) and 4(b) from above for the Population Il

pupils and, in cases of noncompliance with the 10/30 day rule, expand that individual

pupil record audit to class  -by-class for return date verification. The auditor should
count the Population Il pupils in the teacher attendance books selected and document

that a sufficient Population Il sample was achieved (e.g., 10% for low risk ). Auditors
using this optional method will find it efficient to test Population | pupils using the

same teacher attendance records.

4. Determine and evaluate the audit error rate. See Chapter 3, Conducting the Field Audit.



POPULATION Il T NONCONVENTIONAL PUPILS

Complete the audit steps for inALl I Popul ati ons. 0

Determine the total of building Population Il pupils. Nonconventional pupils are
described in Sections 5 and 6 of the Pupil Accounting Manual.

It is the districtos responsibility to deter min
nonconventi onal pupil. The auditor should determine whether the documentation

provided by the district supports the FTE claimed for the nonconventional category

selected.

Select a sample of these pupils on a head count basis by applying the risk percentage to
each ca tegory of Population Il pupils. The initial sample will be 20% for high risk, 15%
for moderate risk, and 10% for low risk. The sample may target known risk areas. See
ARi sk Assessment and Sample Selectiond in Chapter

From the sample popu lation of pupils, verify each of the items listed for each Population
Il section below. Perform the following audit steps for the nonconventional pupils for
the category designated by the district.

Determine and evaluate the audit error rate. See Chapter 3, Conducting the Field Audit
and Appendix F , Sample Summary and Analysis.



5-A: ALTERNATIVE EDUCATION PROGRAMS

From the population of pupils designated as 5 -A, Alternative Education Programs, review

each sampled membership  to verify that:

1. The pupil and teacher certified for the grade level , or anindividual working under a valid
substitute permit, authorization, or approval issued by the department , were present
and engaged in instruction.

2. The pupil was enrolled in and attending courses that are earning credit toward a high
school diploma or  a high school equivalency  credential .

3. Attendance was taken and documentation was provided to ensure that the p upil attended
the number of hours scheduled.

4. The pupil did not generate more FTE per course than would be generated by a pupil in
a traditional classroom setting.

5. The course was approved by the board of education of a school district or the board of
direct ors of a public school academy.

The pupil was enrolled on or before the specified count day.
The pupil was at least 16 years of age on September 1 of the school year if the pupil
was educated in the same program or classroom as adult education participants
See the Pupil Accounting Manual for additional requirements regarding Alternative

Education Programs



5-B: COOPERATIVE EDUCATION PROGRAM S

From the population of pupils designated as 5 -B, Cooperative Education Program S, review
each sampled membership to verify that:

1. The pupil and teacher certified for the grade level, or a working under avalid  substitute
permit, authorization, or approval issued by the department , were present and engaged
in instruction

2. The pupil was enrolled on or before  the specified count day to be eligible for membership
purposes.

The course was board -approved and counts toward earning a high school diploma.

4. The sum of the FTE counted by the educating district and the resident district does not
exceed 1.0 FTE.

5. Awritten agreement exist ed between the involved districts to provide certain educational
programs. A copy of the agreement was maintained and details t he following

a. A program al pha I ist wit hUIQnnumberp,uapdthe fesiderite gal nam
district name.

b. The name of the district that will maintain the program attendance records

c. The name of the district that will maintain the program schedule detailing the number
of instructional hours scheduled for the year

d. The name of the district that will fulfil the pupil reporting requirements.

See the Pupil Accounting Manual for additional requirements regarding Cooperative
Education Programs.



5-C: H OME-BASED PUPILS

From the population of pupils designated as 5 -C, Home -Based Pupils, review each sampled
membership to verify that:

1. The pupil and teacher certified for the grade level, or an individual working under a valid
substitute permit, authorization , or approval issued by the department, were present
and engaged in instruction during two nonconsecutive one -hour periods per week.

2. The pupil was enrolled on or before the specified count day to be eligible for membership
purposes.

3. The district provided i nstructional materials, resources, and supplies that were
comparable to those otherwise provided in the dis

Course content was comparable to that of the alternative education program.

The course was capable of generati ng credit toward a high school diploma. Earned credit
was recorded on the pupilds transcript.

6. Pupil instruction  was required each week of the count period if the pupil was being
counted for membership unless the pupil ha d a documented excused absence that
prevent ed the pupil from receiving services during a week, or if instruction was canceled
district -wide for three or more days during a week of the count period. If a pupil was
temporarily unable to receive services, the teacher document ed the reason for the
interruption in services and ha dt he parent initial the document a
records. If a pupil  was unable to participate in home -based services during the count
period, no FTE shall be claimed. Ifapu pilreturn ed from this placement to the traditional
school environment during the count period and met the attendance requirement for
each course on the pupil b6s schedul e, t he member st
the pupil return  ed from this placemen tand attend ed school via a virtual program under
Section 5 -O-D of this manual, and the pupil complete d the attendance requirement as
stated in that section for the remaining weeks of the count period, the membership may
be claimed.

7. For additional rules re garding home -based pupil instruction see the Pupil Accounting
Manual.

See the Pupil Accounting Manual for additional requirements regarding home -based pupils.



5-D: HOMEBOUND AND HOSPITALIZED PUPILS

From the population of pupils designated as 5 -D, Homebound and Hospitalized Pupils,
review each sampled membership to verify that:

1. The pupil and certified teacher, or an individual working under a valid substitute permit,

authorization, or approval issued by the department, were present and engaged in
in struction each week as described below. The risk assessment is used to determine the
buildings to be audited and the sample size of pupils to be teste d.

2. Instructional services were provided as follows:

a. For a general education pupil, a minimum of two 45 -mi nute periods of instructional
service per week.

b. Fora special education pupil, a minimum of two one -hour, nonconsecutive periods of
instructional service per week. A certified special education teacher must have
providkedi nstructi onal service if the pupilds I ndiv

specifically mentions homebound services with a certified special education teacher

Pupil instruction is required each week of the count period if the pupil is being counted
for membership unless the pupil has a documented excused absence that prevents the
pupil from receiving services during a week, or if instruction has been canceled district -

wide for three or more days during a week of the count period. If a pupil is temporaril y
unable to receive homebound/hospital ized services, district records must show the
teacher documented the reason for the interruption in services and the parent initialed

the documentation. If a pupil is unable to participate in homebound/hospitalized ser vices

during the count period, no FTE shall be claimed.

Under Administrative Rule 340.1746, the district is required to provide a special
education homebound/hospitalized pupil with a minimum of 2 nonconsecutive hours of

instruction per week during the cou nt period. If the pupil does not receive the minimum
instructional service due to an occurrence beyond
request a deviation from the Office of Special E
upo the | ost Itime Sdethe RupiliAacaourting Manual for specific instructions.

3. The membership was supported by written certification of an appropriate physician,
hospital, or licensed treatment facility, evidenced by one of the following:

a. Written certification from t he pupil 6s attending physician ver
a medical condition that requires the pupil to be hospitalized or confined to home
during regular school hours for a period longer than five consecutive school days. The
certification must be by a physician who is an MD or a DO. Psychologists,
chiropractors, or other professionals may not certify a person as eligible.

b. Written certification from a hospital or a licensed treatment facility verifying that the
pupil has a medical condition that require s the pupil to be hospitalized in the facility
during regular school hours for a period of longer than five consecutive school days.

4. The pupil received instructional service during the count period, and there must be
appropriate attendance records showing the dates and the amount of time the pupil
received homebound/hospitalized services



5. Theteacher (s) ofrecord (the district program or classroom teacher to whom the enrolled
pupil was originally assigned within the district) must have:

a. Recorded the pupila s havingan excused absence on the count day.

b. Provided the instructional content to the pupil through the homebound/hospitalized
teacher.

c. Provided all necessary instructional materials such as textbooks and work pages.

d. Given the grade or credit for the cla Ss or subject.

See the Pupil Accounting Manual for additional requirements regarding home bound and
hospitalized pupils.



5-E: NONPUBLIC AND HOMESCHOOLED PUPILS

From the population of pupils designated as 5 -E, Nonpublic and Home schooled Pupils,

review each sampled membership to verify that:

1. The pupil and teacher certified for the grade level, or anindividual working under a valid
substitute permit, authorization, or approval issued by the department , were present

and engaged in instruction.

2. Ifi nstruction was provided at the nonpublic schoal site, the nonpublic school is registered
with the department as a nonpublic school and meets all state reporting requirements
for nonpublic schools.

The course was part of the puanekt@daurialaractivdy. schedul e

The curricular offering  was offered and available to full -time pupils in the mi
level or age group in the district or public school academy at a public school site.

The curricular offering ~ wass restricted to nonessential elective courses.

6. Nonessential courses, as defined in the State School Aid Act , MCL 388.1766b, are:
Grades 1 -8, a course other than a mathematics, science, social studies, and English
language arts course required by the district for grade progression. Nonessential courses
in grades 9 to 12 are those othe r than algebra 1, algebra 2, English 9 -12, geometry,
biology, chemistry, physics, economics, geography, American history, world history, the
Constitution, government, and civics, or courses that fulfill the same credit requirement
as these courses. Noness ential elective courses include courses offered by the local
district for high school credit that are also capable of generating postsecondary credit,
including, at a minimum, advanced placement and international baccalaureate courses.
College level cours es taken by high school students for college credit are nonessential

courses. Remedial courses for any grade in the above -listed essential courses are
considered essential. Nonessential courses offered under this section must also be
offered and availabl e to full -time pupil s of the same age and grade level . The pupil was
not counted as more than 0.75 of a full -time equated membership.

7. The course length and grading system must be like that of the course offered to public
school pupils.

8. Daily attendance rec  ords were maintained by a teacher certified for the grade level, or
an individual working under a valid substitute permit, authorization, or approval issued
by the department, who is identified as the teacher of record for the course.

9. The nonpublic or home school pupil was enrolled and attending courses provided at a
district, public school academy, or intermediate district site; or the nonpublic pupil was
enrolled and attending courses provided by a district, public school academy, or
intermediate district  at the nonpublic school site; or the homeschooled pupil was enrolled
and attending courses provided by his or her resident district at the nonpublic school
site.

10. Optional Learning Experiences were those that provide academic enrichment or
supervised activities that enhance a pupilds wund
traditional or virtual environment. Optional learning experiences were learning

opportunities that accompan ied a nonessentia | course being claimed for state aid under



this section. These optional experiences were also offered and available to a majority
of full -time public school pupils of the same age and grade level.

11. The district completed a background check f or any individu al who provides direct or
indirect instruction to pupils under this section, including instruction during optional
experiences, and any individual who has unsupervised contact with pupils under this
section.

12. At the conclusion of the school year, a district that had counted any pupil or pupils in
membership under Section 166b of the State School Aid Act (MCL 388.1766b) reported
in the Teacher Student Data Link (TSDL) a complete listing of all courses provided to all
pupils in membership (not just those enro 'l ed under Section 166Db), es
enrollment information using local coding and the school codes for the exchange of data
(SCEDs), and the names of the teacher of record and mentor for each course.

Note: Failure to comply with each of these reporting requirements must result in a
deduction in the amount of the FTE membership claimed for pupils enrolled under
Section 166b.

See the Pupil Accounting Manual for additional requirements regarding nonpublic and
homeschool pupils.



5-F: PART-TIME PUPILS

From the population of pupils desighated as 5 -F, Part -Time Pupils, review each sampled
membership to verify that:

1. The pupil and teacher certified fo r the grade level, or an individual working under a valid
substitute permit, authorization, or approval issued by the department, were present
and engaged in instruction.

2. A local or intermediate school district may count a pupil for a part -time membership if
the district ha d evidence of all of the following:

a. The pupil wasenrolled and attending one or more classes in the district.

b. The sum of the total FTE for a pupil who was enrolled in more than one district did
notexceed1.0 FTE. The FTE fora pupilwho  was enrolled and counted by more than
one district but not as part of a cooperat ive agreement, is determined as follows:
1.1f the sum of the hours the pupil was enrolled and attending in both districts

exceeds the minimum required hours, use the sum of the hours from both districts
as the denominator to calculate the FTE.

2.If the sum of the hours the pupil was enrolled and attending in both districts was
less than the minimum required hours, use the minimum required hours as the
denominator.

c. A nonresident pupil who  does not qualify for an exemption under MCL 388.1606 (6)
of the State  School Aid Act has the permission of the resident district if the
nonresident pupil  was receiving more than one  -half of his or her education from the
district counting the membership FTE.

See the Pupil Accounting Manual for additional requirements regarding part -time pupils.



5-G-A: POSTSECONDARY AND CAREER AND TECHNICAL EDUCATION
DUAL ENROLLMENT

From the population of pupils designated as 5 -G-A, Postsecondary and Career and Technical
Education Dual Enroliment, review each sampled mem bership to verify that:
1. The pupil was enrolled in one of grades 9 -12, or the district has determined it to be in

the best educational interest of a pupil in another grade level.
The pupil was concurrently enrolled in and attending at least one high school course.

The eligible postsecondary institution submitted to the district, on behalf of the eligible
pupil, a notice indicating the course(s) in which the pupil is enrolled, the hours of
enrollment, and a list of eligible charges.

4. The district paidtheelig i bl e charges related to the pupil ds g
to a prorated part of the statewide pupil -weighted average foundation that is allocated
to each course. Alink to the statewide pupil -weighted average foundation is available in
the Pupil Acco unting Manual.

5. The postsecondary education course or career and technical preparation course was
included in the pupil és schedule during the count
to occur outside of the regular school year if the pupil was registered f or the course and

the course was paid in full.

6. The postsecondary course(s) was academic in nature or applicable to career preparation.
The postsecondary course(s) applied toward the satisfaction of certificate, degree, or
program completion requirements, a nd was not in the subject areas of physical
education, theology, divinity, or religious education. Hobby craft and recreational
courses are not eligible under the dual enrollment acts.

7. The pupil did not participate in intercollegiate athletics at the posts econdary institution
while he or she is enrolled under the dual enrollment acts.

8. The pupil was not enrolled in high school for more than four school years, including the
school year in which the puplil sought to enroll in an eligible course under the dual
enrollment acts, unless the pupil was eligible under Administrative Rule 388.153.

9. The pupil was enrolled in no more than a total of 10 postsecondary courses , as defined
in MCL 388.513(1)(d) and 388.1903(1)(e) , unless the districtha d elected to support a
pupi |l 6s enrol | ment &andgwrittah agrekment bdtwieenithe district and
postsecondary institution exists for the individual pupil to waive this limit.

10. The postsecondary course was not offered by the local public school in which the eligible

pup il was enrolled, unless the course was determined to be  unavailable to the eligible

pupi l due to a scheduling conflict beyond the e

determined it to be in the pupil 6s best edtucati on
11. The career and technical preparation program was not offered through the school

district, intermediate school district, area vocational -technical education program, or

state -approved nonpublic school in which the pupil was enrolled, or the course was

unavailable to the eligible pupil due to a scheduling conflict beyond the el

control.



See the Pupil Accounting Manual for additional requirements regarding postsecondary and
career and technical education dual enrollment pupils.



5-G-B: EARLY MIDDLE COLLEGE PUPILS

Fromthe population of pupils designated as 5 -G-B, Early Middle College Pupils, review each
sampled membership to verify that:

1. The pupil was considered full -time if one of the following was satisfied:

a. The combined number of classes in which the pupil was enrolled a nd attending at the
high school and at an eligible postsecondary institution equaled the number of
scheduled classes per day at the high school necessary to reach the minimum
required hours for a full  -time pupil. Actual hours of instruction do not need to be
calculated.

b. The combined number of classes in which the pupil was enrolled and attending at the
high school and at an eligible postsecondary institution equaled the number of
scheduled classes per day at the high school necessary to meet the minimum
instructional time requirements of a reduced schedule. Actual hours of instruction do
not need to be calculated.

c. The sum of the actual instructional hours in which the pupil was enrolled and

attending at the high school and at an eligible postsecondary instit ution plus the
actual travel time met the minimum number of hours required to meet a reduced
schedule.
d The pupil met the postsecondary -timesdlléege pugili on 6 s
2. The pupil was enrolled in a school district that had a separate de signation in the
Educational Entity Master (EEM) indicating that the district provides an early middle
college school or early  middle college program.
3. The latest a pupil was first reported with participation code 3500 in the MSDS was the
CEPI fall general collection certification deadline while the pupil was enrolled in grade
11. To maintain proper enroliment in the EMC program, the student was reported with

the 3500 participation code in each General Collection and SRM submitted for the pupil
through the completion of the 13 ™ year or exit from the program

4. The pupil ha d not satisfied all graduation requirements.

The pupil was enrolled in at least one high school math or math -related class in a school
district in Michigan during the pupil ds final
postsecondary institution during the puwas blébs
awarded.

The pupil was not a foreign exchange pupil en rolled under a cultural exchange program.

The pupil had at least one parent or legal guardian who was a Michigan resident.

8. Apupilenrolledina nearly middle college may be counted for more than a total of 1.0
FTE if all the following requirements were me t:

a. The pupil was enrolled in more than the minimum number of instructional days (180)
and hours (1,098).

y €

d

c
n

b. The additional courses were documented as part of the pupil 6

the count period.



c. The district demonstrate  d that the pupil was expected to complete the 5 -year
program in fewer than 5 years with both a high school diploma and at least 60
transferable college credits or was expected to earn an associ ate

d. The district must provide the pupil membership aud itor with evidence of enrollment
in postsecondary courses that are part of the early middle college program of study
and evidence that the tuition has been paid.

See the Pupil Accounting Manual foradditional requirements regarding early middle college
pu pils.



5-G-C POSTSECONDARY GIFTED AND TALENTED PROGRAMS

Whether the district pays for the gifted andt alented instruction or takes a pro -rated, part -

time FTE for the fAreleaseodo time, all gifted and tal
must be reported to the ISD auditor as APop 41GFAO .5

From the population of pupils designated as 5 -G-C, Postseco ndary Gifted and Talented,

review each sampled membership to verify:

1. A teacher certified for the grade level, or an individual working under a valid substitute
permit, authorization, or approval issued by the department, was assigned as the
teacher of record for the gifted and talented course. The college professor cannot act
as the teacher of record for a course that does not earn college credit.

2. Thecourse was part of the pupi | 6vasmotiaaextracugicularadivity. e and

The district paid the full course tuition or the minimum tuition amount (based on the
formula in the Pupil Accounting Manual), whichever was less.

4. On days when the gifted and talented course does not meet off - site, pupils report  ed to
class with the assigned teacher of re cord and attendance  was taken.

5. On successful completion of a gifted and talented postsecondary partner course, the
district awarded academic credit toward grade progression or graduation requirements.

6. If transportation  was provided, the cost of tr  ansportat ion was not used to offset the
minimum tuition amount.

See the Pupil Accounting Manual foradditional requirements regarding postsecondary gifted
and talented program pupils.



5-H: REDUCED SCHEDULE PUPILS

From the population of pupils designated as 5 -H, Reduced Schedule Pupils, review each
sampled membership to verify that:

1. The pupil or pupi | 6s op guardiantsubmitted a written request for a reduced
schedule that details the reason that a reduced schedule would be in the besteducational
interest of the pupil. If the pupil is less than 18 years of age, both the pupil and the
pupil 6s par e natdiaromust ign tharequesgtu . If the pupil is 18 years of age or
older, the request must have been signed by the pupil.

2. The 1|1 ocal school di strictds counsel or, or ot her z
reason for the request and determined that a re duced schedule was in the best
educational interest of the pupil. The |l ocal school districtds coun:c

representative must have signed and date d documentation of the approved reduced
schedule for each pupil prior to implementation

3. The local school district scheduled the pupil for at least 80% of the required minimum
number of hours of instruction for the school year or, in the case of a district that
operates on a four blocks per day schedule, the district scheduled the pupil for at least
75% of the required minimum number of hours of instruction for the school year.

4. |EP Reduced Schedule 71 Special education pupils are to attend the same number of days
and hours as are required of any pupil to be counted for a full FTE. The IEP team may
shorten the school day for a pupil with disabilities on an individual pupil basis. If the IEP

team shortens the day for a medical or emotional reason, the pupil is e ligible to be

counted for 1.0 FTE. The medical or emotional reason shall be documented in the
record or IEP.

The documentation supporting an IEP reduced schedule  must be provided by a  licensed

physician or | i censed physiciands assistant.

See the Pupil Accounting Manual for additional requirements regarding reduced schedule

pupils.



5-1: SECTIONS 105 AND 105¢ SCHOOLS OF CHOICE

From the population of pupils designated as 5 -1, Sections 105 and 105c¢ Schools of Choice,
review each sampled membershi p to verify that:

1. Alocal school district that elect ed to enroll pupils under a Section 105 or 105c schools
of choice program may count a nonresident pupil in membership if the district has
evidence that the pupil meets one of the following criteria:

a. The pupil was a resident of another district within the same ISD. The local district
may only count this pupil in membership if all schools of choice Section 105
requirements have been met

b. The pupil was a resident of another district within an ISD that i s contiguous to the

educating districtodos | SD. The Il ocal district ma
all Schools of Choice Section 105c¢ requirements have been met.

c. The pupil was enrolled in and attended the district in the school year or semester
immediately preceding the school year or semester in guestion under Sections 105

or 105c.

d. The pupil was enrolled continuously in the district as a Section 105 or 105c pupil
since the year in which the district began enrolling pupils under Sections 105 and
105c .

e. A school -age pupil who reside d in the same household as the applicant pupil had
already been enrolled and attended under Section 105 or 105c. The pupil may be
given enrollment preference under this section.

2. A local school district that enroll ed a special education pupil under a Schools of Choice
Program wi | | become that pupil 6s resident di strict
implementing an individualized education plan (IEP) and is responsible for the education

of and providing (or arranging for the provision of) services for the pupil.

Section 105c (contiguous) contains an additional requirement that the choice district

shall enter into a written cooperative agreement with the spe ci al education |
resident district as to the payment of added cost
and as to how services will be handled. The written agreement shall address how the

agreement shall be amended in the event of significant change s in the costs or level of

special education programs or services required by the pupil.

If a nonresident pupil was enrolled under Section 105c¢, Schools of Choice, and that pupil

subsequently is determined eligible for special education services, the distr ict must enter

into a written cooperative agreement with the spe
as to the payment of added costs for programs and services

If it is determined that a pupil was eligible for special education services prior to the
pupil being enrolled under Section 105c by the district for the first time, and the district
andresidentdistrictfail  ed to reach a written agreement regarding the coverage of added

costs of special education programs and services for the pupil, the pupil shall not be
enrolled.

3. A local school district may enroll and count in membership a nonresident pupil as a
parent -paid tuition pupil in those buildings or programs that are not designated as choice



programs or it may enroll and count in membership a nonres ident pupil in a choice
program after the specific deadlines have passed. To count the pupil in membership,
approval from the resident district must be obtained. This pupil is not considered a

schools of choice pupil.

4. A district shall continue to allow a schools of choice  pupil who was enrolled and in
attendance in the district until the pupil graduates from high school, even if the pupil
subsequently change d resident districts, if the pupil continue d to be a resident of
Michigan. This does not prohibita d istrict from expelling a pupil for disciplinary reasons.

5. The district must have abide d by specific timelines and compl ied with specific criteria in
the application and selection process . A district found to be in noncompliance with the

statutes established under Sections 105 or 105c of the State School Aid Act is subject
to forfeiture of 5% of the districtds entire stat

See the Pupil Accounting Manual for additional requirements regarding Sections 105 and
105c¢ schools of choice pupils.



5-K: SPECIAL EDUCATION EARLY CHILDHOOD PROGRAMS AND SERVICES

From the population of pupils designated as 5 -K, Special Education Early Childhood
Programs and Services, review each sampled membership to verify that:

1. For pupils educated under Administrative Rule 340.1754 (Special Education programs):

a. The pupil s I EP was on file and effective as of
b. The pupil was enrolled and receiving instruction on or before the count day.
c. The pupil was enrolled in a bona fide prog ram as described in the Pupil Accounting
Manual on or before the count day.
d. The FTE was calculated by determining the number of instructional hours scheduled
and provided and dividing that number by 450.
e. For a pupil who was five years of age, attended kind ergarten, and had an IEP  , the

membership was split equitably between special education and general education .

2. For pupils educated under Administrative Rule 340.1755 (Special Education services):

a. The pupil s | EP or | FSP for Mibtelpupit avas orSilpandi a | Ed

effective as of the count day.

b. The pupil was assigned to an approved or endorsed early childhood Special Education
teacher or approved related service provider on or before the count day.

c. The pupil was scheduled for a minimum of 72 hours during the school year and

documentation is available that such services were provided. Pupils not receiving the

minimum 72 hours of services within one school year are ineligible to be counted for
membership purposes.

d The pupil 6s | RuR 340.d7®mservides, iactlding the frequency, duration,
and location of the services.

e. For pupils receiving services from related staff, there was documentation that the
related staff worked under the educational direction of an approved or endorsed earl
childhood Special Education teacher.

f. FTE was calculated by determining the number of instructional hours scheduled and
provided and dividing that number by 180.

3. For pupils educated under Administrative Rule 340.1862 (Individualized Family Service
Plan):

a. The pupil 6s I FSP was on file and effective as o
b. The pupil was assigned to an approved or endorsed early childhood Special Education
teacher or approved related service staff on or before the count day.
c. The pupil was scheduled for a minimum of 72 hours during one calendar year and
documentation is available showing that services were provided.
d The pupil 6s | FSP identi fi e dcomRletd with 3 #hedfrequénby? ser v

duration, and location of the services and it indicated the c hild was eligible for
Michigan mandatory special education.



e. For pupils receiving services from related services staff, there is documentation
showing that the related staff worked under the educational direction of an approved
or endorsed early childhood special education teacher.

f. FTE was calculated by determining the number of instructional hours scheduled and
provided and dividing that number by 180.

See the Pupil Accounting Manual for additional requirements regarding special education
early childhood p rograms and services



5-L: SPECIAL EDUCATION PUPIL TRANSITION SERVICES

From the population of pupils designated as 5 -L, Special Education Pupil Transition Services,
review each sampled membership to verify that:

1. The pupil and special education teacher ce rtified for the grade level, or an individual
working under a valid substitute permit, authorization, or approval issued by the
department were present and engaged in instruction

2. The pupil met the 1,098 hours requirement to be counted full -time. A pupil receiving
less than 1,098 hours  of pupil instruction  results in a prorated FTE.

3. In addition to the above, membership for pupils receiving Work Activity Center Services
must also be based on the following:

a. The activities in which the pupil engage d for the deviated wage portion of his or her
work activity center services were incidental to the instructional program (i.e., less
than 50% of the pupilds school ti me).

b. If the pupil engaged in activities where a deviated wage is paid for more than 50%
of the time in a work activity center service, the time does not count toward
membership, because the pupil is in the  Work Activity Center  primarily for therapy
or employment and not for the purpose of receiving instruction. A pupil who attend ed
school less than 50% of  his or her time may only be count ed for the time instruction
is received under the direct supervision of a teacher.

4. In addition to  the above, membership for pupils receiving transition community living
experiences must be based on the following:

a. By the pupil membership count day, the dist rict must have in place a training plan
and training agreement with the community living experience site that set forth
expectations and standards of attainment. The community living experience must
align with the pupil s postsecohdapuwpgbaks| &® . d:

b. The community living experience s component was approved by the local school board
and contain ed learning objectives and standards for determining pupil progress. The
learning objectives cannot be general, such as punctuality, developing good work
habits, and other general employability skills.

c. The community living experience must have been monitored by a designated school
Special Education teacher.

d. The community living experience must have beendocumented on the pupil
and a gra de or credit must be given based upon the assessment of progress towards
the achievement of the pupil s school goal s.

e. The community living experience site must have taken pupil attendance and
maintained verified records of that attendance.

See the Pupil A ccounting Manual for additional requirements regarding special education
pupil transition services



5-M: SPLIT -SCHEDULE PUPILS

From the population of pupils designated as 5 -M, Split -Schedule Pupils, review each
sampled membership to verify that:

1. The distri ct determined the total number of instructional hours provided to the student
by adding together the hours at each building/program.

2. Each building claimed the appropriate FTE by dividing the number of hours in that

building by the total number of hours pro vided to the pupil district wide.
3. The total FTE for the student (sum of all buildings/programs) was not more than 1.0
FTE.
See the Pupil Accounting Manual for additional requirements regarding split - schedule
pupils .



5-N: PUPILS WITH SUSPENSIONS AND EXPULSIONS

From the population of pupils designated as 5 -N, Pupils with Suspensions and Expulsions,
review each sampled membership to verify that:

1. Short -term Suspensions (10 days or less) were conducted muloise |l i ke an
S u s p e n sanathe,folowing occurred during the count period

a. The attendance book of the teacher of record shows the pupil was absent from class
due to suspension.

b. The pupil was supervised by a teacher certified for the grade level , or an individual
who is working under a valid substitute permit, authorization, or approval issued by
the department , with attendance taken where the pupil was served.

2. Membership of pupils under long -term suspensions or expulsions (up to 180 days)
wa s prorated based on the minimum number of required hours of pupil instruction.
A nonresident pupil enrolled in and attending an alternative education program
who was suspended or expelled from the resident district may be counted for
membership purposes without a release from the resident dist rict.  All of the
following must have been satisfied in order to count a pupil in membership:

a. Attendance was taken where the pupil was served.

b. Pupilinstruction was provided by a grade -level certifi ed teacher , or an individual who
is appropriately placed u  nder a valid certificate, substitute permit, authorization, or
approval issued by the department

c. Instruction was academic in nature and led to credit toward grade progression or a
high school diploma.

3. A pupil who has been permanently expelled from the district pursuant to Section
1311(2) or Section 1311a of the Revised School Code (State Mandated
Expulsions) is expelled from all public school districts in Michigan. A district that
operates an alternativ e education program appropriate for such a student may

enroll the pupil without the resident districtos
program operated for suspended or expelled pupils must ensure that these
pupils are separated from the general popul ation at all times during the school

day. The suspended or expelled pupil must petition for reinstatement prior to
enrolling in an alternative education program that is not specific for suspended
or expelled pupils. If there is no available alternative edu cation program through
the resident district, an expelled pupil may enroll in an adult education program.
Another possible option may be a virtual learning program. Options available to
an expelling district include the following
a. The expelling district ~ may enroll a pupil in an alternative education
program through a cooperative agreement with an intermediate school
district or with another local school district. The FTE for such a pupil is
prorated based on the actual annualized hours the pupil is enrol led and in
attendance on the count date compared to the minimum required hours
fora full -time pupil.



b. The expelling district may provide the pupil who has been permanently
expelled under Section 1131(2) or Section 1311a with two (2) one -hour
nonconsecut ive individualized instructional periods per week following the

home -based procedures and count that pupil for a full membership. The
expelling district may provide the pupil with instruction in the pupil's

home, at a site off school campus such as the loc al library, or at a site on
campus where no other pupil from the general population will encounter

the expelled pupil during the regular school day.

In order to count a pupil under either option above the district must

ensure that the following occur:

1 The pupil was enrolled in the district for the purpose of receiving instruction.

1 The district worked with the pupil to develop an instruction plan for self -study.
1 The district provided the textbooks and other instructional materials.

A grade -level certified teacher, or an individual who is appropriately placed under a valid
certificate, substitute permit, authorization, or approval issued by the department , provided
a minimum of two non  -consecutive hours of direct pupil instruction per week.

A pupil provideda  minimum of two nonconsecutive hours per week of

individualized instruction who was suspended or expelled under local

school board policy is a prorated FTE with the pro -ration based on the
number of hours of instruction the district provides to the pupil d ivided by
the minimum number of hours required for full -time equated
membership.

See the Pupil Accounting Manual for additional requirements regarding pupils with

suspensions and expulsions



5-0O-A: DISTANCE LEARNING AND INDEPENDENT STUDIES

From the population of pupils designated as 5 -O-A, Distance Learning , and Independent

Studies review each sampled membership to verify that:

1. A teacher certified for the grade level, or an individual working under a valid substitute
permit, authorization, or approval issued by the department , was assigned and involved
in the instructional process.

2. The pupil was enrolled in the course and the course titte (as published in the course
catalog or list ) or board -approved course name isreflect ed on the pupil 6s cl
and transcript

3. The course generate d credit toward a high school diploma or grade progression . Earned
credit was recorded on the pupil dés transcript.

4. The course was academic in nature and was approved by the board of edu cation of the

school district or board of directors of the public school academy.
5. The course generate d an amountof FTE that  was comparable to the FTE that the course
would generate if offered through a traditional format.
6. Course Limits
a. Distance learning:  No limit
b. Independent study: Two courses per semester or trimester

7. Grade Eligibility
a. Distance learning: K -12
b. Independentstudy:9  -12

8. Ifthe course was anindependent study, the pupil must have been concurrently enrolled
and attending at least one other cour se offered by the district in which credit is earned
and regular attendance  was required.

See the Pupil Accounting Manual for additional requirements regarding distance learning
and independent studies



5-0-B: OFFLINE SEAT TIME WAIVER PROGRAMS

From the population of pupils designated as 5 -0O-B, Offline Seat Time Waiver Programs,
review each sampled membership to verify that:
1. Ateacher certified for the grade level, or an individual working under a valid substitute
permit, authorization, or approval is sued by the department , was assigned and involved
in the instructional process as described in the Pupil Accounting Manual.
2. The pupil was enrolled in the course on countday and the course title (as published in
the course catalog or list) or board -approve dcoursename was refl ected on t hi

class schedule and transcript.

3. The course was capable of generating credit toward a high school diploma. Earned credit
was recorded on the pupil dés transcript.

A mentor, employed by the district, was assigned to t he pupil.

The participation requirement was satisfied for membership purposes. The method for
determining participati on was -tdeavaivelinipiereedtatorn t he d|
plan and the ISD pupil membership auditor agreed to the method.

6. Inthe calculation of membership, each course count edas one class on the p
schedule and generate d that portion of an FTE membership that a comparable on - site
course offered by the district would 6 v generate d unless the course  was determined to

provi de less instructional time, in which case the FTE would be prorated according to the
number of instructional hours provided.

7. Each pupil had a course -specific class schedule that include d each enrolled course with

the actual course name at the time of the ¢ ount.

Note: Every pupil under a seat time waiver, including a sequential learner, must have

had a class schedule that reflects all courses in which the pupil was enrolled and

attempt ed during the semester. The class schedule should be used to determine the

amount of FTE for the pupil. In addition, the district must have provide d proofof payment

for each course included, i f applicabl e, in the
membership auditor. If the pupil was taking more than two courses, an education

development plan (EDP) must have been used to document the expected attempt dates
for all scheduled courses.

8. Seat-time waiver participants met the requirements defined for specific programs or
course types in which they were enrolled, including those in le gislation, administrative
rules, and the Pupil Accounting Manual.

9. A district may choose not to offer a seat time waiver program or to place greater

restrictions on its pupils or on the courses off
prerogative.
See the Pupil Accounting Manual for additional requirements regarding offline seat time

waiver programs



5-0-C: CYBER SCHOOLS

From the population of pupils designated as 5 -O-C, Cyber Schools, review each sampled
membership to verify that:

1. The pupil was registered, enrolled, and participating in the course(s) on the pupil
membership count day or the supplemental count day pursuant to Section 6(4), Section
6(8) and Section 6a of the State School Aid Act (MCL 388.1606(4), MCL 388.1606(8),
and MCL 388.1606a). Under Section 6(4)(h) of the State School Aid Act (MCL
388.1606(4)(h)), a pupil's participation in the cyber school's educational program is
considered regular daily attendance and can be considered membership.

2. The cyber school provide d ful l-time instruction and each pupil ha d a schedule based on
the school 6s c rtime papil.iSee thk o PupdAccounting Manual for more detail.

3. The pupil participated in each scheduled course on count day to satisfy the participation
requirement. If absent on count day, the pupil must attend and participate in class
during the next 10 consecutive school days if the absence was un excused, or during the
next 30 calendar days if the absence was excused.

4. For a pupil who is not learning sequentially, o ne or more of the following must be met
to satisfy the attendance requirement:

1 The pupil attended a live lesson from the teacher.

1 The pupil logged into a lesson or lesson activity and the login was
documented.

1 The pupil and teacher engaged in a subject -orie nted telephone
conversation.

There is documentation of an email dialogue between the pupil and teacher.

There is documentation of activity or work between the learning coach and
pupil.

1 An alternate form of attendance as determined and agreed upon by the
cyber school and pupil membership auditor was met.

5. For a pupil using sequential learning, the participation requirement may be
satisfied as follows:

a. The pupil and the teacher of record or mentor must have complete d a two -
way interaction for one course per week for each of the four week count
period. Two -wayinteraction s must have been relevantto the course progress
or course content of one of the courses on

-OR-

b. The pupil must complete a combination of one or more of the following
activities for each scheduled course on count day:

1 Documented attendance in a virtual course where synchronous (live)
instruction occurred with the teacher.

1 Documented completion of a course assignment

t

he



1 Documente d completion of a course lesson or lesson activity

1 Documented pupil access to an on -going lesson; this is not a login.

1 Documented physical attendance on count day in each scheduled course
may be used for pupil who will attend at least 50% of the instructi onal
time for each scheduled course, on -site, face -to-face with the teacher
of record.

6. The tracking method used to satisfy the participation requirement must
be documented. The documentation must be provided to and reviewed
by the ISD auditor

Note: For pupils wusing sequenti al l earni ng, feach sc
courses currently being attempted by the pupil, rather than every course on the
pupil 6s schedule for the entire term. The distric

eachcoursein cl uded on the pupi ltoGhe pupillmemsbership audi®rd u I. e

See the Pupil Accounting Manual for additional requirements regarding cyber schools .



5-0-D: VIRTUAL LEARNING OPTIONS

For the 2020 -21 school year, all virtual learning pupils will be considered Population |

pupils unless they are included in any other Population [l or Ill category. In most cases,
this section will not be utilized for virtual learning during the 2020 -21 school year due to
the flexibilities provided under the Return to Learn laws.

The requirements in this section apply unless the virtual learning is a supplemental
component of a course or unless it is an eligible virtual course under Section 5 -A, Section
5-G-A, or Secti on5G -B

From the population of pupils designated as 5 -O-D, Virtual Learning Options, review each
sampled membership to verify that:

1. Except fora course provided by a community college, a teacher under a valid certificate,
substitute permit, authorization , or approval issued by the department was assigned and
involved in the instructional process as described in the Pupil Accounting Manual

2. The pupil was enrolled in the course on count day and the course title (as published in
the course catalog or listing Jorboard -approved course name was refl e
class schedule and transcript.

3. The course was capable of generating credit toward a high school diploma. Earned credit
was recorded on the pupilds transcript.

4. A mentor was assigned to the pupil. The mentordéds cont aastgiventother mat i
course provider.

5. The pupil ha d parent or legal guardian consent for enroliment in the virtual course(s).
Consent is not required if the pupil was at leastage 18 or  was an emancipated minor.

6. Each course was selected from the course syllabus published in the statewide virtual
course catalog maintained by the Michigan Virtual or from the district or intermediate
school district catalog or list of board -approved courses.

7. The course mustnot have gener ate d more FTE than a comparable course if offered in a
traditional format by the district. Courses that offer less instruction than comparable
courses must have their FTE prorated. Enrollment in one or more virtual courses shall
not result in a pupil being counted for more than 1.0 FTE.

8. The participation requirement was satisfied for membership purposes.

a. The pupil and the teacher of record or mentor completed a two -way interaction
for one course per week for each week of the four -week count period, OR

b. The p upil completed a combination of one or more of the following activities
for each scheduled course on count day

i. Documented attendance in a virtual course where synchronous (live)
instruction occurred with the teacher.

ii. Documented completion of a course assi gnment.

iii. Documented completion of a course lesson or lesson activity.



iv. Documented pupil access to an on -going lesson; this is not a login.

v. Documented physical attendance on count day in each course may be used
for pupils who will attend at least 50% of the i nstructional time on  -site,
face -to -face with the teacher of record.

Notes:

1. A pupil who enrolls in a virtual course under this section is not required to

maintain regular daily physical attendance in a concurrent course.

2. Where two -way interactions ar e not being used for participation purposes, if a
pupil is absent from or does not participate in one or more courses under this

section on count day, the pupil must attend and participate in each class during

the next 10 consecutive school days if the abs ence was unexcused, or during
the next 30 calendar days if the absence was excused; membership will be

prorated if the participation requirement was not met for a course.

3. For pupils using sequenti al l earni ng, fi each
course s currently being attempted by the pupil, rather than every course on the
pupil's schedule for the entire term. The district must provide proof of payment

for each course included on the pupil déds cl ass
auditor. If the pupil is taking more than 2 virtual courses, the district, in
collaboration with the pupil and following the department guidance found here,

must create an educational development plan (EDP) that reflects the expected

attempt dates for all schedule courses.

4. S ynchronous Instruction is often referred to as live or real Zime instruction. It
is the simultaneous participation in a virtual course by the pupil and teacher,

such as providing live instruction through a virtual application like Skype. This

type of instr uction may place the pupil and teacher in locations separate from

each other.

5. For a pupil who transitions from an online environment where weekly two Avay
interactions are required, to a seated environment where regular attendance is

required, physical a ttendance in scheduled courses may be considered when
determining if this requirement is satisfied.

6. If a pupil who is enrolled under this section exits the district prior to the end

of the count period, but enrolls in another district, the district may  retain the
pupil in membership if the participation requirement was satisfied for the

week(s) of the pupthetwse , taenmembelshipennst be prorated
by .25 FTE for each missed week. For a pupil who remained in the district

during the entire  count period, the membership will be prorated on the weeks of

two -way interaction completed out of a possible 4 week; each week missed will

be prorated .25 FTE.

9. If the pupil was enrolled in more than two (2) virtual courses in an academic term,
semester, or trimester, each of the following conditions must have been met:
a. The district determined that such enroliment was in the best interest of
the pupil.
b. The pupil agreed with the recommendation of the district.
c. Except for a pupil enrolled under Sec tion 166b of the State School Aid
Act, the district developed an educational development plan (EDP) with



the pupil following the department guidance. For pupils in grades K -6, the
plan should include the following items:

i. The pupil 6s prefeered | earning

i.h. The pupil ds interests.

iii. Areas of academic development.

iv. Areas of personal/social development.

v. A timeline and measures for the development of the above items.

vi. Postsecondary and career goals as applicable.
Note: An EDP is a living document that each student develops with the school district. The
document may not contain all components listed above, depending on the age of the pupil
and the time of the school year. The district shall maintain a copy of the plan on file and
shall provide the plan to the pupil membership auditor on request.
See the Pupil Accounting Manual for additional requirements regarding virtual learning
options .

styl



5-P: WORK -BASED LEARNING EXPERIENCES, APPRENTICESHIPS, AND INTERNSHIPS

From the population of pupils desighated as 5 -P, Work -Based Learning Experiences,
Apprenticeships, and Internships, review each sampled membership to verify that:

1. The experience was monitored by a teacher certified for the grade level , oran individual
working under a valid substitute permit, authorization, or approval issued by the
department . For CTE Work -Based Learning, the teacher must be a person who is CTE -
endorsed or has extensive knowledge of career and technical education

2. The pupil was enrolled in grades 9 -12.

If the pupil engage d in an internship or work experience qualifying for credit under this

section that was determined to be academically appropriate by the board or board of
directors, orits designee . Ifthe pupil's par entorlegal guardian grant  ed permission, the
board or board of directors, or its designee, must ensure that the pupil was excused
from at least 1 period of instructional time during each day that the pupil attend ed the
internship or work experience, as de termined appropriate by the board or board of
directors, or its designee. If the experience causes the pupil to receive less than full -
time instructional hours, the membership must not be prorated.

4. For general education non -CTE Work -Based Learning, a profe ssional employee of the

district conduct ed site visits once every nine weeks. For special education non -CTE
Work -Based Learning, a professional employee of the district conduct ed site visits once
every 30 days. For CTE Work -Based Learning, a vocationally certified

teacher/coordinator conducts site visits every nine weeks.

5. The board or board of directors, or its designee, exercise d oversight of the pupll &
internship or work experience as necessary to ensure that the pupil met the
requirements under  this section.

The pupil was eligible to receive credit toward a high school diploma for the experience.

7. The pupil attend ed the internship or work experience at least 4 hours per week for the
same number of weeks as are necessary to earn credit in a traditi onal course in that
school district or public school academy. The school board or board of directors, or its
designee, must not require a pupil to attend the internship or work experience more
than 10 hours per week.

8. The experience did not generate more t hanone -hal f of the pupil 6s membe
FTE.

9. The district had a written training agreement and training plan  in place by the count
date.

10. The employer or certified teacher/coordinator maintained and verified records of the
pupil 6s at t e nhbatthedaratibrhof theedraning agreement.

11. Safety instruction appropriate to the placement was provided by the district or employer
and documented in either the training plan or training agreement.

12. The district verified the pupil was covered under worker s disability compensation (if the
pupil was in a paid placement) and general liability insurance



13.

14.

15.

Federal and state regulations regarding the employment of minors were followed. A

minor pupil age 16 or older is allowed not more than 24 hours of work p er week while
school is in session (MCL 409.111). A minor pupil under the age of 16 shall not be
employed more than a combined school and work week of 48 hours during the period

when school is in session (MCL 409.110). Training agreements cannot be writte n to

exempt pupils from provisions of federal child labor regulations, except for those detailed

in Child Labor Bulletin 101 (rev. November 2016), Child Labor Provisions for
Nonagricultural Occupations under the Fair Labor Standards Act, issued by the Wage
and Hour Division of the United States Department of Labor

The district must provide written certification acknowledging compliance with program -
level requirements found in the work -based learning companion document.

If the pupil membership auditor finds that components of the training agreement or
training plan are incomplete, a general finding will be issued and the department will be
notified. There is no FTE impact.

See the Pupil Accounting Manual for additional requirements regarding work -based learning
experiences, apprenticeships, and internships



5-0Q-A: SECTION 23a DROPOUT RECOVERY PROGRAM

From the population of pupils designated as 5 -Q-A, Section 23a Dropout Recovery Program,
review each sampled membership to verify that:

1. The pupil was in full attendance for a month.
2. The pupil met at least one of the following criteria:

a. The pupil had been expelled from school under the mandatory expulsion
provisions in 81311 or §1311a of the Revised School Code.

The pupil w as suspended or expelled from school under a local policy.

=3

The pupil was referred by a court.
The pupil was pregnant or a parent.

The pupil was previously a dropout.

- ® o o

The pupil was determined by the district to be at risk of dropping out.
3. The dropoutrecove ry program provided an advocate. All of the following apply:

a. An advocate may serve in that role for more than one pupil but no more than
50 pupils.

b. An advocate may be employed by the district or may be provided by an
education management  organization that is partnering with the district.

c. Before anindividual was assigned to be an advocate, the district complied with
81230 and §1230a of the Revised School Code with respect to that individual.

4. The program developed a written personalized lea ming plan that was in place on or
before the first school day of the month for the first month the pupil participated in the
program.

5, The program monitored the pupil s progress agains
6. The program required each pupil to make sat isfactory monthly progress as defined in

the Pupil Accounting Manual
7. The program reported the pupil s progress results
8. The program was operated on or off a district school campus . The program may be

operated using distance learning online only if the program provided a computer and
Internet access for each eligible pupil participating in the program.

9. The program was operated throughout the entire calendar year (12 -month program).

10. If the district partnered with an e ducation management organization, the organization
had a dropout recovery program partnership relationship with at least one other district.

11. Not later than 30 days after the end of a month, the district operating the program
reported to the Center for Educ ational Performance and Information (CEPI) the number
of pupils who were enrolled in the program and were in full attendance for the month.

See the Pupil Accounting Manual for additional requirements regarding Section 23a Dropout
Recovery Programs



5-0Q-B: SECTION 25e PUPIL MEMBERSHIP TRANSFERS

From the population of pupils designated as 5 -Q- B, Section 25e Pupil Membership Transfers,
review each sampled membership to verify that:

1. The pupil was claimed by another district for all or part of an FTE on the pu pil
membership count day.

2. The pupil transfer occurred between the pupil membership count day and supplemental
count day of the current school year.

3. The request for a membership transfer under Section 25e was submitted not more than
30 days after the  pupil enrolled in the district.

4. The pupil satisfied the eligibility requirement s of 86(4) of the State School Aid Act or
86(6) of the State School Aid Act and any other applicable statute in the district claiming
the pupil under Section 25e

The process f or review of §25e requests is as follows.

1. The district requests a §25e transfer adjustment by submitting an SRM in MSDS. The
request is made in the 825 component of the SRM. Auditors do not have editing
capabilities in the §25e transfer request applicatio n.

2. The pupil membership auditor must review §25e transfer requests at least monthly. It
is recommended that such review occur on a weekly basis.

3. Timing of approval or denial

a. Approval or denial of any §25e transfer request does not occur before the deadli ne
for local district or ISD certification. This ensures that the pupil membership auditor
has obtained a copy of the DS4061 before any FTE adjustments are made for 825e
transfer requests.

b. Approval or denial of any §25e transfer request does not occur soon er than one
week after the SRM submission. This ensures that the local district or ISD has the
opportunity to dispute any adjustments.

4. During each review of 825e transfer requests, the pupil membership auditor selects a
random sample of requests from each district for audit.

5. Based on documentation submitted by the local district or ISD, the pupil membership
auditor verifies membership, enroliment, and first day of attendance for each pupil in
the random sample.

6. Ifthereis an errorrate of greater th an 10% in the random sample, the pupil membership
auditor must expand the sample size in increments of 10% . If the error rate is still
greater than 10%, the sample size must continue to be expanded by 10% increments
until the error rate is not greater than 10%.

7. The pupil membership auditor reviews each SRM to verify that it was submitted by the
| ocal di strict or I SD within 30 days of the pup
submission that does not conf  orm to this requirement is denied. This does not apply,



however, to a corrected SRM submitted to MSDS by a local district or ISD. Such
submissions are not subject to the 30 -day requirement.

8. The pupil membership auditor approves or denies all 825e transfer requests by April 1.

9. The portion of t he FTE for which a pupil is enrolled in one or more online courses under
§21f shall not be counted or transferred under the pupil transfer process under §25e.

See the Pupil Accounting Manual for additional requirements regarding Section 25e pupil
membersh ip transfers



5-0Q-C VISA PROGRAM PUPILS

This section applies to noncitizens of the United States who are in this country under visas

allowing them to study here. These individuals include individuals holding F -1 visas (student
visas) and those  participating in exchange visitor programs who hold J -1 visas (exchange
visitor visas).

All of the following requirements must be met for membership purposes:

1.

The pupil has not met all requirements to be eligible to receive a high school diploma or

a hig h school equivalency certificate such as a General Educational Development (GED)

in the United States and has not received an equivalent credential in his or her home
country.

The pupil meets the age of enrollment requirements established by the State Sch ool Aid
Act, MCL 388.1606 (4)(I), and the age and identity have been verified in accordance
with the Revised School Code (MCL 380.1135).

The pupiland teacher certified for the grade level, or anindividual working under a valid
substitute permit, authori zation, or approval issued by the department , Were present
and engaged in instruction.

The pupil was enrolled in all courses on or before count day and the course title (as
published in the course catalog or list) or board -approved course name is reflecte d on
the pupil 6s class schedule and transcript.

The course was capable of generating credit toward a high school diploma. Earned credit
was recorded on the pupil ds transcript.

See the Pupil Accounting Manual for additional requirements regarding VISA pr ogram pupils



6-A: EXPERIENTIAL LEARNING COURSES

From the population of pupils designated as 6 - A, Experiential Learning Courses, review each
sampled membership to verify that:

1. A teacher certified for the grade level, or an individual working under a valid substitute
permit, authorization, or approval issued by the department, was the teacher of record
who provide d the instruction.

The pupil was enrolled in grades 9 to 12.

The co urse is a combination of instruction and direct experience.

The primary responsibility of the teacher of record of the course must have delivered
instruction to the enrolled pupils . Theteacher must not have concurrently taught another
course.

5. Agrade and credit were given based on assessment of more than general employability
skills and included assessment of knowledge and mastery of skills specific to the direct
experience .

6. Attendance was taken and documented for both the classroom instruction and the dir ect
experience components of the course.

7. The course (including the direct experience ), the curriculum, and the learning objectives
were approved by the local school district board

8. The board -approved curriculum and course had identifiable content standards and
expectations specific to the direct experience and were progressive in nature.

9. The learning objectives were not general employability skills, such as punctuality and
developing good work habits , but related to skills specific to the direct experience

10. The experiential learning course was not used as the sole course requirement for
eligibility to participate in dual enrollment.

11. The pupil was limited to one experiential learning course per semester.

12. The pupil did not replace an employee when engaging in  the direct experience
component of the course

13. The pupil had an educational development plan (EDP) in place.

See the Pupil Accounting Manual for additional requirements regarding experiential learning

courses .



6-B: PEERTO-PEER ELECTIVE COURSE CREDIT PROGRAM

From the population of pupils designated as 6 -B, Peer-to-Peer Elective Course Credit
Program, review each sampled membership to verify that:

1. The pupil was enrolled in grades 6 -12.
2. The curriculum was approved by the local board of education.

3. Instructional objectives were established by the approved peer -to-peer support
curricular content.

4. The peer -to-peer pupil was provided a course syllabus.

5. The peer -to-peer teacher provided lesson plans and the grading criteria for each peer
to - peer course o0 r credit.

6. The teacher recorded daily attendance for the peer -to - peer pupil.

7. The teacher of record completed pupil assessment and grading.

See the Pupil Accounting Manual for additional requirements regarding peer to peer elective
course credit programs



CHAPTER 3 7 AUDIT REPORTS AND REPAYMENTS

AUDIT REPORT S
1. The pupil membership audit narrative report must be created in MSDS. 1t is
recommended that auditors create the narrative as they adjust the audited count
(DS4120) so that the two are in balance. They must balance before the narrative can be
certified. See the MSDS District User Training Manual for more informa tion . According
to 8§18 of the State School Aid Act (MCL 388.1618) , the narratives are due to the
department on November 1 after the close of the school year. For example, the October

2020 and February 2021 narrati ves are due on November 1, 202 1. The final audit ed
count report (DS4120) is a public record and is available to any interested party.

2. Print the completed narrative and give i t to the ISD Superintendent and District
Superintendent.  Itis advisable to offer a periodin which to provide feedback.

REPAYMENTS

ISD audit state aid adjustments  will be made prior to any audit review decisions
Section 15(2) of the State School Aid Act, MCL 388.1615(2), states that :

Ifthe resultofan  audit conducted by or for the department affects the current fiscal

year membership, the department shall adjust affected payments in the current

fiscal year. A deduction due to an adjustment made a s a result of an audited

conducted by or for the department, or as a result of information obtained by the

department from the district, an intermediate district, the department of Treasury,

or the office of auditor general, must be deducted from the distr i ctds apporti onme
when the adjustment is finalized.

At the request of the district and upon the district presenting evidence satisfactory

to the department of the hardship, the department may grant up to an additional 4

years for the adjustment and may advance payments to the district otherwise
authorized under this article if the district would otherwise experience a significant
hardship in satisfying its financial obligations. However, a district that has
presented satisfactory evidence of hardship a nd was undergoing an extended
adjustment during 2018 -2019 may continue to use the period of extended
adjustment as originally granted by the department.



CHAPTER 4 7 INFORMAL AGENCY REVIEW OF INTERMEDIATE SCHOOL DISTRICT
AND CERTIFIED PUBLIC ACCOUNTANT PUPIL MEMBERSHIP AUDITS

Section 18(4) of the State School Aid Act, MCL 388.1618(4), requires an intermediate school
district (1SD) or <certified public accountant (CPA

records at least annually and at such other times as determined by the department. The
ISD or CPA audit includes a review of district -provided documentation to substantiate
membership data submitted to the Michigan Student Data System (MSDS). Following the

audit, the ISD auditor or the CPA may adjust a pupil membership cou nt in accordance with
statutes, administrative rules, the Pupil Accounting Manual, the Pupil Membership Auditing
Manual (PMAM) , and department policies. A district may request informal agency review of

an adverse ISD or CPA audit adjustment as described b elow.

A. A district may file a written request for informal agency review of an adverse
ISD or CPA audit adjustment with the department no later than 30 days after
the date of the decision. The request for informal agency review must include

a detailed descr iption of each pupil membership or part of a full -time equated

(FTE) membership in dispute and the rationale for and legal references
supporting the districtbés position. Wi th thi
the district may submit only documents t hat were available to the ISD auditor

or the CPA. The district sends the request for informal agency review by email

to:

MDE- SuperintendentAppeals@michigan.gov or by maill to: State

Superintende nt, Michigan Department of Education, 608 W. Allegan Street, PO
Box 30008, Lansing MI 48909.

B. The district provides a copy of the request for informal agency review to the
ISD auditor or the CPA.

C. The state superintendent or designee offers the district th e option to present
its request for informal agency review entirely in writing or at an informal
review conference at the department or by way of a conference call. Attendees
at a review conference include the designee of the state superintendent; a
repre sentative or representatives of the district; and, in the discretion of the
state superintendent or designee, representatives of the ISD or the CPA,
department staff, and other individuals.

D. Inthe exercise of discretion, the state superintendent or design ee may accept
or request additional documents from the district and from the ISD auditor or
the CPA, direct further investigation by the ISD auditor or the CPA and by the
department, and consult with and rely on the expertise of department staff.

E. The info rmal agency review includes, but is not limited to, consideration of

available materi al s, the districtds written
and arguments made at the review conference, if any.


mailto:MDE-SuperintendentAppeals@michigan.gov

F. The state superintendent issues a final written decis ion, affirming, reversing,
or modifying the audit adjustments of the ISD auditor or the CPA, and provides
a copy of the decision to the district and to the ISD auditor or the CPA. Based
on review of available materials, the state superintendent may, in th e exercise
of discretion, refer the matter to appropriate local, state, or federal authorities
as applicable.

G. The final written decision of the state superintendent is the final agency
decision for purposes of judicial review or appeal and the district ma y not file
further requests for department review regarding the matter.

H. The department makes the appropriate FTE adjustments, if any, in MSDS in
accordance with the final agency decision and notifies the 1SD , the CPA | if
applicable, and the district of th e adjustments.



CHAPTER S T QUALITY CONTROL REVIEW OF PUPIL MEMBERSHIP AUDITS AND
INFORMAL AGENCY REVIEW OF QUALITY CONTROL REVIEW DECISIONS

In the exercise of its supervisory authority over the distribution of state school aid, MCL

388.1618(4), the department conducts quality control reviews (QCRs) of ISD and CPA pupil

membership audits to determine compliance with statutes, administrative rules, the Pupil

Accounting Manual, the Pupil Membership Auditing Manual (PMAM), and department

policies. QCRs ensure that the department complies with the April 2005 report of a
performance audit by the Office of the Auditor Ger
membership accounting and auditing procedures. ! As recognized by the OAG at that t ime,

the department has fAoversight responsibility to ens:t
aid funding is based on reliable and verified pupil membership counts submitted by local

school districts. o The OAG recommen deQCRprocassfort he de
pupil membership audits to help ensure that the department consistently evaluates pupil

membership accounting and auditing functions, and that the department takes appropriate

corrective action when it finds material noncompliance.

Anot her purpose of the QCR process is to provide training and technical assistance to pupil
membership auditors. Following a QCR, the department may adjust a pupil membership

count or supplemental count as described in section A below, with informal agency re view
available upon request as described in section B

A.  Quality Control Review

1. The department s Office of Financi al -ydanagem
schedule for all ISDs and CPAs that conduct pupil membership audits of school
districts. The departme  nt may revise the schedule in its discretion based on
reasons that include, but are not limited to, the following:

a. AnISD auditor ora CPArequests a QCR outside the three -year schedule.

b. The department identifies conditions that may affect pupil accounti ng
accuracy and that demonstrate the need for additional oversight by the
department.

c. Complaints or concerns that arise within the department or that come
to the department from external sources demonstrate the need for
additional oversight by the departm ent.

d. A QCR discloses significant deficiencies that the department determines
justify annual QCRs until correction of the deficiencies.

1 The report is available afittps://audgen.michigan.gov/finalpdfs/04_05/r3140004.pdf
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2. The tentative QCR schedule is as follows:

Spring/Summer 2021
QCR

(school year 2020 -21)

Summer 2022 QCR
(school year 2021 -22)

Summer 2023 QCR
(school year 2022 -23)

Allegan Area ESA

Bay - Arenac ISD

Allegan Area ESA

Alpena -Montmorency -

Berrien RESA

Cheboygan -Otsego -

Alcona ESD Presque Isle ESD
Barry ISD Charlevoix -Emmet ISD Copper Country ISD
Branch ISD Clinton County RESA Delta - Schoolcraft ISD
Calhoun ISD COOR ISD Dickinson -lron ISD

Cheboygan -Otsego -
Presque Isle ESD

Genesee ISD

Eastern Upper Peninsula
ISD

Clare -Gladwin RESD

Hodges Accounting CPA

Gogebic -Ontonagon ISD

Copper Country ISD

Huron ISD

Hill sdale County ISD

Delta - Schoolcraft ISD

lonia County ISD

Jackson County ISD

Dickinson -Iron ISD

losco RESA

Kalamazoo RESA

Eastern Upper Lewis Cass ISD Kent ISD
Peninsula ISD
Eaton RESA Livingston ESA Lapeer ISD

Gogebic -Ontonagon
ISD

Manistee ISD

Lenawee ISD

Gratiot -Isabella RESD

Monroe County ISD

Macomb ISD

Hillsdale County ISD

Montcalm Area ISD

Marquette -Alger RESA

Ingham ISD Oakland Schools Menominee County ISD
Jackson County ISD Saginaw ISD Muskegon Area ISD
Kalamazoo RESA Shiawassee RESD Newaygo County RESA
Kent ISD Sanilac ISD Ottawa ISD

Lapeer County ISD

St. Clair County RESA

Mecosta - Osceola ISD

St. Joseph County ISD

Menominee County ISD

Northwest Education
Services

Midland County ESA Tuscola ISD
Muskegon Area ISD Van Buren ISD
Newaygo County RESA Wayne RESA

Ottawa Area ISD

West Shore ESD

Washtenaw ISD

Wexford -Missaukee ISD

3. The department determines which districts it will review in a QCR based on a

combination of risk factors and the

field audits conducted by the ISD auditor

or the CPA. The department chooses a minimum of two districts for each QCR,
taking into consideration whether a program is of high risk, the proximity in

ti me of a

school di stri

or CPA audit outcomes.

ctos
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4. Based on consideration of available documentation and communication with
the selected districts and the ISD auditor or the CPA, the individual who
conducts the departmentds QCR deadjestimentises whe
warranted under applicable statutes, administrative rules, the P upil Accounting
Manual , the PMAM, and department policies. The QCR findings identify
memberships in dispute and explain membership adjustments.

5. The individual who conducts the department 6s QCR pepatmenht s t o
audit manager all materials considered by that individual and the proposed
QCR findings.

6. In the exercise of discretion, the audit manager may consult with and request
additional documents from the selected districts and the ISD auditor or the
CPA, direct further investigation by the ISD auditor or the CPA and by the
individual who conductedth e QCR, and consult with and rely on the expertise
of department staff.

7. The audit manager approves, approves in part, or disapproves the QCR
findings; notifies the districts and the ISD auditor or the CPA of the audit
manager 6s decision; aimfatms tha distriet pfpthei3@ a b {day
timeline for requesting informal agency review.

8. The department pupil auditor notifies the CPA who conducted the audit, if
applicable, and the ISD auditor of the decision to make FTE adjustments. The
ISD auditor makes  the appropriate FTE adjustments in the Michigan School
Data System (MSDS).

B. Informal agency review of QCR decision

1. A district may file a written request for informal agency review of an FTE
adjustment that is based on an adviewiththeaudi t
department no later than 30 days after the date of the decision. The request
for informal agency review must include a detailed description of each pupil
membership or part of a full -time equated (FTE) membership in dispute and
the rationale f or and | egal references supporting t
the request for informal agency review, the district may submit only the
documents that were available to the ISD auditor or the CPA, to the individual
who conducted the QCR, or to the Department A udit Manager. The district
sends the request for informal agency review by email to:

MDE- SuperintendentAppeals@michigan.gov or by mail to: State
Superintendent, Michigan Department of Education, 608 W. Allegan Street, PO
Box 30008, Lansing MI 48909.

2. The district provides a copy of the request for informal agency review to the
ISD auditor or the CPA.
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The state superintendent or designee offers the district the option to present

its request for informal agency review entirely in writing or at an informal
review conference at the department or by way of a conference call. Attendees

at a review conference include the designee of the state superintendent; a
representative or representat ives of the district; and, in the discretion of the
state superintendent or designee, representatives of the ISD or the CPA,
department staff, and other individuals.

In the exercise of discretion, the state superintendent or designee may accept
or request additional documents from the selected districts, the ISD auditor or
the CPA, the individual who conducted the QCR, and the audit manager; direct
further investigation by the ISD auditor or the CPA and by the department;
and consult with and rely on the e xpertise of department staff.

The informal agency review includes, but is not limited to, consideration of
available material s, the districtds written
and arguments made at the review conference, if any.

The state supe rintendent issues a final written decision, affirming, reversing,
or modifying the decision of the audit manager, and provides a copy of the
decision to the district and to the ISD auditor or the CPA. Based on review of
available materials, the state supe rintendent may, in the exercise of discretion,
refer the matter to appropriate local, state, or federal authorities as applicable.

The final written decision of the state superintendent is the final agency
decision for purposes of judicial review or appea | and the district may not file
further requests for department review regarding the matter.

The department makes the appropriate FTE adjustments, if any, in MSDS in
accordance with the final agency decision and notifies the ISD, the CPA, if
applicable, a nd the district of the adjustments.



CHAPTER 6- EXIT STATUS , D ROP-OUT RATE,
AND GRADUATION RATE AUDIT

INTRODUCTION

ISD audit responsibilities include audits of pupil exit statuses and other pupil data used in
calculating annual grad  uation and pupil  dropout rates.

MSDS is the source for data used in calculating graduation and dropout rates. Data from
MSDS are populated into the Graduation and Dropout (GAD) Application for the purpose of
auditing pupil exit statuses.

AUDITS OF ACTIVE COHORTS

Auditors review all submitted data on an annual basis. An annual audit ensures that auditors
are not auditing multiple pupil exit code changes throughout the year and ensures that
there are not conflicts between auditor findings and submitted data

The annual audi t can be done as a desk or a field audit. A small sample of exit codes is
selected from each high school building scheduled for a field audit of FTE in that school
year.

If the auditis performed by  a CPA rather than the ISD auditor, the ISD will provide t he CPA
with the necessary pupil reports. CPAs should request this data ina timely manner .
Technical Summary Example

a. The GAD Application is updated each October 2019 -2020 school year final dispositions
after the final disposition is reported on all pupils are reported in MSDS via the End-of - Year
for the prior school year. Outlying buildings are General Collection by the end of June or
identified and flagged as such. the SRM Collection by mid - September.

b. ISD auditors are given access to the GAD 2019 -2020 school year final dispositions
Application in late October after final dispositions are available inthe GAD Application late -
are reported. October for pupilsin  the 2018, 2019,

2020, 2021, 2022 and 2023 cohorts.

c. The GAD remains open for approximately six ISDs audit 2019 -2020 exit status codes
weeks for auditors to record findings on the six reported for pupils in the 2018, 2019,
active cohorts for the audited school year. 2020, 2021, 2022 , and 2023 cohorts from

late October through mid - December.

d. Auditors may remove findings if districts provide Late - October to mid -December .
them with the appropriate documentation during
the six-week audit period.

e. CEPI calculates graduation and dropout rates Mid-December through mid  -January.
based on pupilsé di spossiti
compl eted.




AUDIT STEPS FOR GRADUATES AND COMPLETERS

Pupils who graduated or comple ted are reported by the district with the following exit
statuses.
Exit Status and Definition
01 Graduated from General Education with a diploma
02 Graduated from General Education with a diploma and applied to a degree -granting
college/university
03 Graduated from an alternative program with a diploma
04 Graduated from General Education and applied to a non -degree -granting institution
05 Completed General Education with an equivalency certificate, General Educational
Development (GED)
06 Completed General Education with other certificate (e.g., certificate of attendance,
district competency test)
20 Received Special Education certificate of completion and exited the kindergarten
through 12 ™ grade (K -12) system
21  Special Education T reached maximum age and exited the K -12 system
40 Graduated from an Early/ Middle College with both a high school diploma and an
associate degree or other advanc ed certificate
41 Graduated froma n Early/ Middle College with only a high school diploma
1. Randomly select a representative 2% sample from each exit status code for testing from
the buildings scheduled for field audits in that school year (both fall and spr  ing counts).
The sample should be selected from final disposition for the school year as reflected in
the pupil lists in the GAD Application. Provide the sample list to the district and re guest
supporting documentation. Supporting documentation should include copies of student

transcripts for ISD auditor verification of compliance with Michigan Merit Curriculum
requirements.

Review supporting documents for compliance with the Table of Acceptable Exit Status

Documentat ion.Note: Audi t ors may find it more efficient
graduates/completers before starting the audit so that they can simultaneously select

pupils for sample and determine compliance.

Determine the error rate. If it is above 5%, pul | an a dditional 10% sample and test.
Continue this process until the cumulative error rate is 5% or lower or all graduate and
completer records are reviewed.

Note: If the underlying errors are isolated, informed professional judgment allows the
auditor to focus the sample expansion on the subpopulation(s) with isolated error(s).

Enter find ings into the GAD Application. Change the exit code to fAstat

district does not provide supporting documentation.



Pupils who are exempt from the graduation rate calculation are reported by  the district with

the

AUDIT STEPS FOR EXEMPT PUPI LS

following exit statuses

Exit Status and Definition

09
12
14

15

Moved out of state
Deceased
Enrolled in home school or withdrew to attend out -of -state cyber s chool or virtual
school
Enrolled in nonpublic school or withdrew to attend a nonpublic in -state cyber school
or virtual school
Randomly select a representative 5% sample from each exit status code for testing from
the buildings scheduled for field audits in that school year (both fall and spring counts).
The sample should be selected from final disposition for the school year as reflected in
the pupil lists in the GAD. Provide the sample listto th e district and request supporting
documentation for pupils exited with an exempt status during the year.
Review supporting documents for compliance with the Table of Acceptable Exit Status
Documentation.
Determine the error rate. If it is above 5%, pull an additional 10% sample and test.
Continue this process until the cumulative error rate is 5% or lower or al | exempt records

are reviewed.

Note: If the underlying errors are isolated, informed professional judgment allows the
auditor to focus the sa  mple expansion on the subpopulation (s) withisolated error (s) .

Enter findings into the GAD Applicaton .Change the exit code to
district does not provide supporting documentation.

fist at



ACCEPTABLE EXIT STATUS DOCUMENTATION

Exit Status D efinition Allowable Documentation
01, 02, 03, Graduated i Official transcript or diploma
04, 05, 06, or 9 Official alpha list of graduates/completers from the pupil
20, 21, 40, completed management software that i ncl udes pupil 8s namg
41 birth , and MSDS completion status , sorted by building, then by
completionstatus ,and t hen by pupil s | ast na
1 Exit Status 40 requires  a high school transcript and documented
proof of a MEMCA certificate or another advanced certificate or 60
transferable credit hours.
09 Moved out 1 Request for pupil records from a receiving public or private high
of state school or an educational program that culminates in a regular high
school diploma
9 Written record of a response from an official in the receiving school
or program acknowl edgdlmegt t he pupi | g
T For migrant pupil s, docouthrod-stateat i on ¢
enrollment in the federal Migrant Student Information Exchange
(MSIX)
1 Note: The United States Department of Education (USED) has
ruled that a conversation with a parent or neighbor of a pu pil is
NOT considered official written documentation of a transfer. The
one exception is that , if a parent informs a school administrator
that the family is leaving the country, the school administrator
may document this conversation in writing and includ eitinthe
pupil és file.
12 Deceased 9 Confirmation from pupil management software that the pupil is
listed as deceased in the software
1 Obituary, other newspaper article
9 Program from the funeral/memorial service
1 Written statement from the parent or guardian
1 Death certificate
14 Enrolled in 1 Written parental statement
home 1 Pupil withdrawal form signed by the parent/guardian or qualified
school pupil indicating pupil is being home schooled
1 Parental record request confirming pupil is homeschooled
i Statem ent by attendance officer (truancy officer) verifying that
compulsory attendance requirements are met
1 Note: The USED has ruled that a conversation with a parent or
neighbor of a pupil is NOT considered official written
documentation of a transfer.
15 Enrolledin 1 Request for pupil records from a receiving public or private high
nonpublic school or an educational program that culminates in a regular high
school school diploma
9 Written record of a response from an official in the receiving school
orprogramac knowl edging the pupil és enr
1 Note: The USED has ruled that a conversation with a parent or
neighbor of a pupil is NOT considered official written
documentation of a transfer.
07, 08, 10, Dropout 1 Documentation not available .
11, 13, 16,
17,18
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Appendix A
STATEMENT OF ETHICS AND INDEPENDENCE

Auditor & Name:

As an individual conducting a pupil membership audit, | certify that | will :

Initials

1 Act with integrity, competence, diligence, respect and in an ethical
manner with the public, districts, employers, employees, colleagues, and
other participants in the pupil membership audit.

1 Promote the integrity of pupil membership audits for the ultimate benefit
of the accountability in state aid funding.

1 Placethei ntegrity of the audit profession above my own personal
interests.

1 Use reasonable care and exercise independent professional judgment
when consulting with districts, making recommendations, and engaging in
audit activities.

1 Practiceand encourage others to practice in a professional and ethical
manner that will reflect credit on themselves and the profession.

| certify that with all local districts, I: Initials List exceptions

1 Am not currently employed

I Was not previously employed or
contracted (within two years)

1 Have no personal or financial interest

1 Have no relatives currently employed

With respect to the programs Initials List exceptions
operated by the ISD, | certify that:

1 | am organizationally independent

1 | am objective

Explain exceptions and their resolutions:

| ATTEST THAT THE ABOVE INFORMATION IS FACTUAL:

Audi tordés Signature: Date:

IN THE CASE OF EXCEPTIONS, | AGREE WITH THE ABOVE RESOLUTIONS:

Audit Supervisords Signature: Date:




Appendix B

LOCAL DISTRICT PLANNING FORM

District: Count Date:

District program staff must prepare and sign a local district planning form for each membership count and
provide it to the auditor for use in planning the f ield audit.

1. Identify the key program personnel involved in the pupil membership count and indicate the individual

whom the auditor should contact to arrange for the fieldwork.

NAME TITLE LOCATION PHONE EMAIL ADDRESS YEARS IN
POSITION

2. For each building/program at which the district provides instruction, complete:

BUILDING/PROGRAM LOCATION GRADE LEVELS/ CLASS APPROXIMATE
OF PUPILS NUMBER OF PUPILS

(Attach additional schedules if necessary)

3. One major purpose of the planning form is to provide the auditors with information about any
significant changes that would affect completion of the audit. Please indicate if there have been any
significant changes in the following and attach documentation as applicable.

__ Written procedures for ensuring a complete and accurate pupil count

Program locations or types of program categories

Systems (automated/manual) for maintaining enrollment and attendance records

Co ntinuity in key pupil membership count positions

Participation in cooperative agreements with other local programs

Record retention procedures and practices (minimum of three -year retention)

Procedures to ensure that administrative person nel document in writing their review of the
completed program alpha lists, including a representation that all program documentation is
on file in accordance with state laws

Training of new staff without experience in membership accounting rules and procedures

Completed by:

Name:




Title:

Date Completed:

Updated by:

Name:

Title:

Date Completed:

Updated by:

Name:

Title:

Date Completed:

Updated by:

Name:

Title:

Date Completed:



Appendix
BUILDING RISK ASSESSMENT FORM I FOR ISD AUDITOR USE

District: Building:

School Year: Count: Fall Spring

Completed by: Audit Date:

Instructions: This form may be  used to document the assessment of risk of the buildings/programs that

will be field audited. Generally, the higher potential for errors, the higher the risks that the pupil
membership counts are not accurate. Consider the risk factors listed below (High [ H], Moderate [M], Low
[L], and place a check in the space beside the factors that significantly influence the risk for the audit

area.

C

Assessment of Risk H M L Comments

1. The results of the prior field and desk audits. (Error
rates over 5% are high risk)

2. The existence of district count procedures and
controls. (Detailed procedures genera Ily provide a
lower risk)

3. The experience of district personnel assigned to
process pupil count data per Local District Planning
Form. (Experienced staff generally provides a lower
risk)

4. The frequency of pupil absenteeism noted during the
count period. (High absenteeism generally reflects a
higher risk)

5. The number of nonconventional pupils attending the
building. (Larger populat  ion of nonconventional
pupils reflects a higher risk)

6. The number of State Aid Act §25e adjustments.
(Larger number of denied adjustments by the
receiving district indicates higher risk)

7. The institution of a new program for which FTE is
claimed (higher risk)

Building Risk Assessment: Based on the foregoing  considerations, the High Moderate Low
overall risk for this building is assessed as:

Pop| i Conventional pupils present on count day

Pop Il i Conventional pupils absent on all or part of count day

Pop lll 7 Nonconventional pupils

Building Risk Assessment i Sample Size Percentages High Moderate Low

Pop| i Conventional pupils present on count day 15% 10% 2%

Pop Il i Conventional pupils absent on all or part of count day 20% 15% 10%

Pop Ill i Nonconventional pupils 20% 15% 10%




DESK AUDIT CHECKLIST

District:

Count Date:

Date Performed:

Instructions:

I f

audit workpapers where additional information is included.

Manual Pages column for specific requir

workpapers along with relevant documentation.

ements for each procedure.

The audit checklist is to be completed by the pupil membersh
a procedur al step doesUse tt haep pAd Wor lkemd par

Appendix D

ip auditor.

fiRNeAfoe r e n the 0

Refer to the pages referenced in the Audit

Retain the audit program and

Add/Drop lists. Note reasons for
variations.

Yes/ Working Audit
Procedure No/ Paper Manual Comments
NA Reference Pages
1. Review the Pupil Accounting Manual and Pg. 10
audit materials, including previous audit
information, calendars , and audit
packets .
2. Review completed Local District Pg. 10
Planning Form , board -approved
calendars, days/hours of instruction
forms and 75% attendance report to
ensure district meets requirements.
3. Review student alpha list for all required Pg. 10
data .
4. Review Special Education A/B Pg. 12
worksheets for required information.
Verify the FTEs match the DS4061.
5.  Verify General Education FTEs on alpha Pg. 11
list match the DS4061
6. Verify nonresident FTEs on the DS4061 Pg. 12
match the district reports
7. Verify additional info on Page 3 of Pg. 12
DS4061 for PSAs, if applicable. SE/GE
FTEs, MCL 388.1624, and new grade
levels added by PSA in Fall, not
previously offered.
8. Verify all FTE Conflicts are resolved. Pg. 11
Report to MDE all conflicts that were not
resolved.
9. Review FTE Comparison from MSDS and Pg. 12

col

un



Yes/ Working Audit
Procedure No/ Paper Manual Comments
NA Reference Pages
10. Verify Early/Middle College FTEs that are Pg. 11-
more than 1.0 12
11. Reviewtheboard -approved di st Pg. 10
excused/unexcused attendance policy.
12. Review district/building course catalogs Pg. 10
13. Verify Teacher Certification Pg.
10,13
14. Record FTE adjustments on FTE Pg. 14
Adjustment Form and in MSDS. Make
all adjustments, except teacher
certification adjustments, at the student
level, rather than  aggregate level.
15. Verify district reported pupils in MSDS Pg. 14
via SRM that were added by desk audit
and district provided proof of addition to
auditor.
16. Communicate desk audit findings to the Pg. 13-
district. 14

| (We) have performed procedures sufficient to achieve the audit objectives identified on

and have adequately documented the audit procedures performed.

Name:

Name:

Time spent to complete desk audit:

this program




FIELD AUDIT  CHECKLIST
District:
Building:
Count Day:
Instructions: The audit checklist is to be completed by the pupil membership auditor.
If a procedural step does not apply, enter ANAO. Us e

Manual Pages column for specific requirements for each procedure. Retain the

workpapers along with relevant documentation.

the AWorkpaper
audit workpapers where additional information is included. Refer to the pages referenced in the Audit

Appendix

audit program and

Yes/ Working Audit
AUDIT PROCEDURES No/ Paper Manual Comments
NA Reference Pages
1. Complete the Building Risk Assessment Pg. 76
2. Determine sample size of Pop I, Il, and Il Pg. 82-83
categories. Select sample based on head
count for each category, round up to next
whole number.
3. Complete the Pupil Specific Audit Procedures Pg. 19-60
a. Popl, Il 1l - verify pupil enroliment, Pg. 5,19 -
schedule , and attendance 20, 22
b. Popll T pupil absent any portion Pg. 23
of count day, verify return within 10/30
day rule or within 45 calendar days if
expelled/suspended on count day
c. Poplll T verify each category met Pg. 24
requirements of specific category. District
determines the applicable category for
nonconventional pupils.
4. Population Il Categories
a. 5-A Alternative Education Program Pg. 25
b. 5-B Cooperative Education Programs Pg. 26
c. 5-C Home -Based Pupils Pg. 27
d. 5-D Homebound/Hospitalized Pupils Pg. 28-29
e. 5-E Nonpublic/Homeschool Shared Time Pg. 30-31
pupils
f. 5-F Part-Time Pupils Pg. 32

E

Ref el











































































